EFFECTIVE LETTLIU, 16t 

The business letter should aim at some 
thing positive and not negative so that atten 
tion of the reader is not deflected, but positively 
fixed on one definite purpose There must be 
a news interest m ever) business letter Argu 
mentation should be avoided, no attempt be 
made to appear dignified. Eloquentl) worded 
or phrased sentences have no place in a busi 
ness letter 

Yet the wnter must be careful to avoid 
lev it) as well There should be no slang 
Never quarrel b) letter Never write angr), 
harsh words Express no bad temper, for a 
written letter remains a permanent evidence 
of an incident which )OU would like to forget 
in cooler moments Our adv ice is nev er write 
a letter in a ruffled temper \ letter mutt be 
pleasant to read, the reader must be made to 
ewyov reading a letter, and no irritated man can 
write a pleasant effective letter 

THINK OP THE EPrECT 

In a business letter there should be no 
scolding, no sarcasm, no peevishness The 
writer should first and last think of the effect 
his letter will produce on the reader — and mutt 
sa) what will be useful 

In writing to a customer always consider 
of what he is worth to your firm Even if he 
is wrong do not try to prove it in a letter 
ilER. in 
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FOREWORD TO THE FIRST EDITIONS. 

What I have to write in the Foreword has 
all been written in the body of the Book. I hav e 
only to add that the underlying object in the 
following pages, is the revelation of the mighty 
force within you — within every man — the faith in 
one's ability — which alone can give one command 
over the aspirations of the heart — position, power, 
wealth 

Ideas are not miracles, and getting on in this 
world of to-day is not a terribly impossible task 
after all The glonous new day called to-morrow 
is always bnmful of the thrill they call oppor- 
tunity You require only faith in yourself to 
grasp it and turn it to your service It is always 
there to serve you. 

This culture of self-confidence Is the new 
idea of to-day Start afresh if you want to 
achieve bigger, better, brighter things . leave the 
mistaken, the fallen, the darkening ideas of yester- 
day , come into the light of the glonous new 
understanding and let the mist of j our past errors 
fade awaj 

Self-confidence determines itself Into self- 
expression, self-assertion. You must have the 
ability to declare yourself at the nght time and 
nght place , tell the world about what you have 
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in you with the confidence of being heard, of 
being rightfully recognised and also— rewarded 
Indeed the one gre&t secret of success m life is tho 
ability to express oneself by the word of mouth 
or by the written word. It is a great power, a 
new power and when you achieve it you have 
destiny right m your grasp The fault of you} 
failure is not in your stars — no, it Is in yourself, 
if you be negligent Yet this great power can be 
yours Yes, yours • and the secret is laid bare in 
the following pages 

They teach you to express what is best iri 
yourself, to transfer your Ideas to where you 
cannot otherwise influence, to enable you to ex 
tend your personality, your will, your wishes and 
desires to thousands of people through written 
letters The secrets of winning correspondence 
and salesmanship by mail are all revealed to you 
in the following Immensely interesting pages 
which give you in addition a winning personality 
through the ability to express yourself b> letters 

They tell you how to make up the other 
man's mind , how to attract him , how to inter- 
est him , how to convince him , how to hold his 
interest until the end , how to appeal to every type 
of mind, every point of view, every emotion am 
bition, need , how to write successful sales letters 
by all the winning methods how to write mer 
chandising advertising, soliciting, service and 
collection letters of all kinds , how to handlo 
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routine correspondence — order, complaint and 
adjustment letters, letters of inquiry, contract and 
credit letters 

They tell you how to be rid of all the old 
hackneyed forms of letter writing and use the 
nett ones that Get Action , how to build up any 
business by mail , how to write trade winning 
fnend making, inspiring letters of e\ery des 
cnption, how to type jour letter so that it 
attracts and pleases , how to keep mailing hits 
up-to-date 

In addition numerous examples of successful 
mail order and mercantile letters collected from 
master writers all the world o \ er present endless 
new word pictures that give you a broader voca 
bularv, uncommon phrases of faith and power, 
warm, winning, human arguments adaptable in a 
thousand ways, rich flashes that put life and lure 
into your letters 

The illustrations present a gold mine of ideas 
from which you get a new education in the laws 
of suggestion, the acts of persuasion the direct 
methods of creating the buying desire 

The author is solicitous of the views of the 
readers and their sincere criticism with a view to 
improve the ideas formulated in the>e pages and 
make them more serviceable m the next edition. 
Literature like this is rather a new conception in 
this country and collection of popular ideas should 
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be a necessary equipment in developing and en 
larging it 


FOR THE THIRD EDITION 

Since 1925 when the first edition of the book 
was presented to the public the 5 ears have 
emphasised the value of ability to write winning 
letters Correspondence has become a function ol 
business which m itself has become a separate 
organisation Business is more dependent than 
ever uoon effective communication and hence it 
now a days lays so much stress upon force clanty 
and accuracy of its correspondence More than 
that the efforts of the correspondents have to be 
directed towards making every letter further the 
general aims of the business 

The present edition of the book embodies 
extensive revision in the light of present experience 
and a section consisting of three chapters on 
* Making Letters Effective has been inserted 
which it is hoped will enhance the usefulness o f 
the volume 


FOR THE FOURTH AND FIFTH EDITION 
An extensive revision of the book has beer 
earned out in the present edition and a few letters 
have been added to the volume 

The author will accept with thanks any 
suggestions from the reader to further enlarge 
the scope of the book and enhance its usefulness 
as a guide to writing letters that wall bring busi 
ness 

The fifth edition is repnnt of the fourth edition 
with minor correct ons onlv 
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SCOPE OF A BUSINESS LEXTER. 

INTRODUCTORY. 

need not sing of the usefulness of a 
* * good business letter — a letter that effects 
heavy sales and increases profit. E\ery busi- 
nessman understands this — now that he knows 
he cannot have his trade confined to his shop 
windows or the city gates like his predecessors. 
The trade zone has expanded with the expan- 
sion of locomotion and competition is keener 
than ever; no trader now-a-days with an eye 
to success can leave out distant customers and 
not explore them. 

A businessman in order to expand his 
sales must ha\e to talk to distant customers, 
and create an impression in them of the worth 
of his solicitation; he must create irr them a 
desire for possession of what he has to offer," 
and by a slow process must have their sense of 
gain, economy or well-being incited. 

Until recently, and even to the present 
day, the practice is to send out representatives 
— the commercial travellers — for getting dis- 
tant trade. But the method is costly; and 
moreover what the travelling salesman would 
take months to do good letters can do in a day. 
Your old customers can be talked to through 
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the type written lines, as also new ones sccnr 
cd fresh lines of goods can be introduced 
possibly much ui advance of jour competitors 
remittances brought in collections made ^ ott 
can tnahc the jieoplc buy and also make them 
pay \ oil can adjust differences correct mis 
understanding and remove ill feeling in a 
single da> through your letters, while travel 
lers may take days or weeks, by which tune 
your competitor may lia\e taken advantage of 
your delaj Business letters are no less active 
than efficient salesmen yet m effecting salts 
or removing misunderstanding among custo 
mers they are frequently speedier and moic 
effective 

There are few things in business more 
difficult than the writing of effective letters 
Yet without even thinking what a good letter 
can accomplish we write it carelessly and 
clumsily Letter writing has come to hold the 
position of an exact science — it is c o important 
to business that it ought to become a separate 
profession It is as important and as techni 
cal as accountancy or costing is m successful 
business It should be learned as we learn 
voice production It does not come to any one 
bv instinct or inspiration 

WHAT A LETTER SHOULD AIM AT 

What a good letter should accomplish * A 
good letter practically is a substitute of a goo 1 
salesman It carries a message and helps to 
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create jnew business and new reputation for the 
hrra it represents It is a ilent messenger, vet 
it talks to the reader at the time when he is 
be<=f prepared to receive the me-' age and m 
stils m him as he proceed 1 : on the writer 
ideas evicth in a wav to incite him to action 

A good letter like a genial traveller not 
a tormal and cold individual — when it comes 
in evervdav informal language the language 
of the heart — kindles enthusiasm which open 
the wav for vour goods or v our service into an 
extensive untried market 

A good letter is intended to make more 
profit b\ leading the hmi to get in touch with 
more people It wall enable vou to sell goods 
and services in an ever widening market and 
will help vou to secure new customers and w in 
lost ones open out new markets for the tnv el 
lers and stimulate dealers ft creates good 
will and establishes confidence It adjusts 
speedilv and gracefulh complaints and collects 
bad debts It is the warm winning hunnr 
letter that never fails to rccejve best attention 
—the convincing attention 

TOU MUST NOT rORCET READER’S NEEDS 

When writing a letter vou must not forge* 
vour reader’s convenience jou must see things 
from hi point — what will be acceptable to his 
conv emence. \ tew them from his angle con 
sider his *elf mtere«t 
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You must put in the letter what your 
reader needs to know — not what >ou desire to 
Jet him know 

Tell him how jour lines will interest him 
— not why jou arc interested to tell him about 
it 

Describe the advantages he will secure in 
jour proposition — not your capacity to put it 
to him 

Show him how it is for his welfare if jou 
write to settle an account — not whj you re 
quire or insist on prompt payment 

Humour the self interest that is natural 
tn the man — this is the shortest route to sue 
cessful pleading 

TALKING TO THE POINT 

Do not try to force your readers through 
unnecessary preliminaries or introduction 
Begin with the actual fact that the reader 
wishes to know so that his attention may be 
gripped right at the start It focuses his mind 
on your object or mission because it brings him 
right to it 

Your letter must forccfullj and convin 
cingly convej the exact idea jou have in your 
mind You can weave out words and sen 
tences but what is required is to create an 
impulse in jour reader to work up to jour 
ideas And unless jour letter convej s ideas 
strong enough to produce action the letter is 
a failure 
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\our details must be accurate and vour 
suggestions definite There must be no un- 
certain “its” no v. av ering guesswork Take 
no chance, tor vour reader mav be better 
lnlonned. 

btud) jour subject accurateh, then gnc 
an accurate storv — exact and comprehensive 
Do not o\erstate vour proposition in vour 
celling enthu'ia^m, tor it maj lead to mis- 
understanding and consequent lo*s of busmes* 

A CLEAR AND LOGICAL STATEMENT. 

Make jour information alwavs complete 
and do not Iea\e anything to the reader to 
guess , alwajs think what the reader should 
know and gi\e that out complete!) Xever 
imagine that >our reader ma\ ha\c sonic 
knowledge of vour subject — lor he mav not 
hav e, and in a hurr) he may nn«s v our point 
Carry )Our reader from point to point as 
>ou develop )Our ston. Move in a regular 
gradual order — not crowd jour 'entences with 
undeveloped ideas. Remember vou have to 
build up conviction and to do that jou have to 
develop vour theme point bv point — evolving 
each thought out of the preceding thought in 
a logical order until the whole becomes one 
big idea. 

Use short sentence* and brief paragraphs 
Join them in the order that v our idea is carried 
through them in better, bigger and bolder 
relief — never lo'e grip on vour reader’s atten- 
tion. 
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BE POLITE 

Politeness is always winning — a polite 
letter scarcelj fails to get a hearing Polite 
ness islhe clothing of a letter and jou cannot 
take too much time to make jour lettei polite 
Even when you have something har«h to tell 
jour reader he will not resent jour letter, if 
it is polite Or if jour reader is busy, he will 
not fail to devote due time to jour correspond 
ence if it is garbed in cotirteousness He can 
not threat a courteous letter aside carelesslj, 
but becomes somehow sjmpathetic towards its 
contents He will thus react jour attitude 
and be influenced just as he is desired 

^ A CONGENIAL LETTER 

To make a letter congenial jet forcefully 
original — \ou must not forget to put original 
ideas cuttingout the old worn out conventional 
phrases and words Your letter must not 
“advise” that ‘jour esteemed favour” is ‘to 
hand ” It should never “i>eg to state ” It is 
a pleasure to read an original tone, a personal 
appeal without unencouraging worn out wordy 
obstructions Hacknej ed w ords or phrases of 
jesterdav cannot have the strength of origmu 
htv and tone of sincere forcefulness 

Also v our letter must suit the reader Trj 
to understand from his correspondence some 
thing about his environment and preferences 
and do not fail to make jour choice of words 
and line of argument according to them 



«COPE OF A BWNE&S LETTER 


TIRST IMPRESSION’ 

Above all, see that the fir»t impression 
created b\ jour letter enkindles interest A 
perfect, winning appearance never coinpen 
sates lack of brain, >et appearance secures die 
first hearing and when this is gained hram in 
the letter develops business \ou must ha\c 
no careless typing untidy stationery . ungratn 
matical sentences or wrong spelling 

IMPORTANT RULES 

Tims we come to the following important 
rules which mu-t not be lo't sight of — 

(1) / Di«card formality and be genial and 
frank 

(2l/Nc\cr forget the reader’s convent 
cnce 

(3) Be brief, but make your detail* 
accurate and don t o\ estate them 

(4) Leave nothing to your reader to 
guess, alwavs be complete and dear 

(5) Be cordial and polite always 

(6) Leave off hackneyed word' and 
phrases be original 

(7) Make your statement in logical 
order 

(8) Cultivate the conversational style 

(9) \ever be untidy or careless . — 
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TECHNICALITIES OF A LETTER 

PHYSICAL APPEARANCE 

fpHIS chapter is written for those who arc 
habitually untidj Even if jou are care 
less in jour dress and manner, jou cannot de 
prcciate the imi>ortance of the phj sical appear 
ance of a business letter The status of a 
writer counts in every business proposition 
and a distant customer judges of the status by 
the stationery he receives The first im 
pression of the status of the writer created 
by the letter he recedes is sometimes the im 
pelling force in the reader to regard its con 
tents in fa\ on r able or unfavourable light The 
phj sical appearance of a letter comprises — 

1 Stationery used 

2 System of typing 

3 General form of the letter 

4 Arrangement of the body of the 
letter 

5 Address on the en\ elope 

STATIONERY 

No general rule can be given as to the 
^election of stationerj — except that whatever 
letter paper is used it must be suggestive of 
dignity and elegance of the firm of the writer 
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Good white bond paper is the general quality, 
although the coloured bond is the ta'hion with 
vonie traders or tor departmental selection 
Two sizes ol leuer papers are generalK in 
u«e The standard size for ordinary corre* 
pondence is the quarter size sheet ot SJ by 11 
inches The other is the half size — a sheet ot 
b\ 8* inches general!} known as the half 
sheet The latter is frequently employed for 
the sake of economy in writing small letters 
e«peciall\ in e\ erv day routine correspondence 
Another size which is generalU known as 
the two- fold is a sheet of 7£ In 10J inches 
which has become a substitute for the standard 
Mze and is frequently used by busmens firms 
tor writing ordinary, but not very short, 
letters. 

A ■sheet of four pages are scarcely used 
in business correspondence, except on special 
occasions such as opening 1 ;, or ceremonials 
etc , when the letter breathes the character of 
«ocial correspondence 

Ml business firms or respectable persons 
ha\e their own letter heads which may be 
either printed engraied embossed, lithogra- 
phed or photogravured \ddress, cable ad- 
dress, telephone number, nature ot business 
conducted, should also appear m their due 
positions Branch offices bank references 
ma\ also be pointed out Illustrations of fac 
tones, names of principal workers form aI<o 
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institutions — is' the proper arrangement of the 
heading. In printed letters the name of the 
writer appears at the left hand corner and ad- 
dress at the right hand corner with space left 
lor tilling in the date line. , When the letter 
paper is without printed letter heading, the ad- 
dress of the sender and the date of despatch 
should be put clear!) at the top of the page. 

-Three, different ways of arranging the 
heading are in vogue. In the first sort of 
arrangement, it is customary to pose the head- 
ing in the right hand corner. But in no cir- 
cumstances should it begin farther to the left 
than the centre of the page and extend beyond 
the right hand margin. If short, the address 
and date may be grouped in one linear they 
may occupy two or three lines. Each line 
should begin on a new margin with the differ- 
ence of five indentations or less. This fits the 
letter better as the initial letter^ in the 
succeeding lines present ‘a uniformly slanting 
position. In cases where more than one line 
is occupied, the date invariably should be on a 
separate line. 

The second method is of recent develop- 
ment specially in U. S. A. and is followed 
widely for. the graceful look it imparts to the 
letter. If is similar to the previous arrange- 
ments except that all the lines 'commence on 
the same margin. The third practice isto place 
the heading at the centre of the page. * v - 
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Examples of three methods of arranging 
the heading appear below — 

Illustration No 2 

1st Method 

Calcutta 2nd May, 1935 

22, Shambazar Bridge Road, 
Sbambazar, Calcutta 
May 2, 1935, 

Illustration No 3 

2nd Method 

22, Shambazar Bridge Road, 
Shambazar, Calcutta, 

May 2, 1935 

Illustration No 4 

3rd Method 
Shambazar, Calcutta 
May 2, 1935 

Another minor detail which also forms 
an important factor in ideal tjpmg can be 
condensed in one general rule, ztc abbrevn 
tions of all kinds should lie avoided as much as 
possible It is not businesslike to designate 
the months by figures, as imnj arc prone to 
do These minor points indicate rather care 
lesaness which can be easily remedied It is 
however permissible to use such abbreviations 
e <j Dec for December, etc , but no such 
abbreviations for March, Maj, June and Jul) 
are allowed In writing out dates also the 
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sufhxes st th, d, etc , maj be omitted the cu<; 
tom being non out of date 

When printed letter heads are u^ed the 
date should be placed tno spaces belon the 
heading and tno spaces above the reader’s ad 
dress The bod\ of the letter should be as 
nearly as possible at the centre of the page 

With proper margins left proportionate!) 
to the size of the letter the message is made to 
stand out dearl) before the reader and thus to 
secure better attention A margin of one inch 
at the left is nhat is most commonl) followed, 
though it depends upon the size of the letter 
paper Enough space should aln a> s be left at 
the top and bottom The margin on the right 
hand side should also lie as e\en as possible 
Everj new paragraph should also commence 
with a new margin to draw attention The 
paragraphs are general!) indented five spacer 
or ten spaces or more, but alvvavs the same 
procedure should be kept m view 

Next comes the problem of spacing 
Though double spaced letters arc often easv 
to read single spaced type writing is often 
follow ed partlv because of the cornel) appear 
ance it lends due to its composite nature and 
partlv because the paragraphs maj be separat 
ed from each other bv double spacing When 
a long letter is to be tjped, instead of t)pmg 
m two pages, condense the whole in a single 
page b) single spacing the matter If more 
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than one sheet is necessary , [Ham paper sheet 
without the letter head is taken and a page 
mark is placed at the top in the centre The 
initials of the recipient may be put at the left 
hand corner to facilitate identification, if the 
sheets get separated When the second sheet 
is printed the following may serve as illustra 
tion 


Illustration No 5 

j To — - Sheet ~ 

Carbon copies should not lie made except 
for keeping copies 

The name and address of the addressee is 
placed at the left hand side with proper mar 
gin As in the case of heading the address 
may he arranged in indented form or inaj be 
lined up as before Single spacing the lines is 
of common u c e even though the main bod) is 
double spaced 

HINTS TO THE TYPIST 

The typist must never be an untidy man 
and as upon the sense of decency of the typist 
m arranging the letters that pass through the 
machine depends much of the respectability of 
the firm the following rules should be carefully 
studied by him 

(I) Always make the arrangement of a 
letter or an addre 5 s upon an envelope attrac 
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tne Remember jour emplo\er depends upon 
\ou for these thmg« 

(2) Ha\e a thorough working know 
ledge 01 the proper title abbre\ ia*ion' com 
mereial expressions and technical terms ot 
business m which >ou are engaged 

(3) Take good care of all the enclosures 
and remittances that are sent with vour 
letters 

(4) Be able to edit mtelligenth am 
printed and tvpe written material that parses 
through \our hand 

O) Learn to take care oi \our tvpe- 
wnter, to change a nbbon or match it for till 
mg in lorm letters 

(6) Stud\ the methods of billing making 
out imoices statements 'ales accounts 
receipt', dratts and other financial and legal 
papers 

(7) Accustom jour'eh to the filing 
s\ stem 


Mer 2. 
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GENERAL FORM OF A LETTER 
t ^ FRAMEWORK OF A LETTER 

^FHE business letter mainlj consists of the 
following parts — 

( 1 ) The heading including the address of 
the \\ nten-and date of writing 

£2)*Jntfo<taction including the name and 
address of addressee and salutations such as 

Sir Dear Sir Sirs Gentlemen Dear Mr- 

Dear Dr Mj dear Mr — 

etc according to the intimac> of the writer 
w ith the addressee 

(3> Body of the letter 
(4) Conclusion including coinphmentan 
close such as jours trulj jours faith full\ 
truly yours etc 

(a) Signature 

The«c parts are all so gcncrallj known 
that all except the bod) of the letter ma\ be 
passed o\er 


A TYPICAL LETTER 

Below is gnen a complete letter illustrat 
mg all these parts from which the reader will 
know how a letter should be arranged The 
illustration shows how the letter heading 
should be arranged 
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Illustration No d 

MOTICHAKD £ CO., 

Diamond Merchants, Watchmakers & Jewellers 

(1) Telt graphic Addrtss 

“ MOT1 - Calcutta CHOW R INGHEE 

Codes Used Calcutta August 10 1SSS 

“ A. B C" 4th t 5th. Edition 

(2) Mr A. Narasmha Iyer, 

Amratala Street, 

Calcutta. 

Dear Sir, 

(3) Which do you prefer — cash or credit’’ 
There is pride in both 1 

It ts nice to know that you always pa\ 
CASH for every purchase, but there is also a 
sense of gratification in the knowledge that you 
are TRUSTED 



Cash or CREDIT — one is just as good as 
the other here You can come in to-day and 
purchase an elegant piece of Diamond Jewellery — 
or a high grade Watch — or a dainty article of 
Silver, and it is yours on whichever system of 
payment you wish to adopt. 

If you desire to BUY now and p\\ 
LATER there are no distressing formalities to 
undergo. Our confidential EASY pay SYSTEM 
helps to gratify one’s desires by utilising tune to 
simplify payment In other words, an article is 
purchased and is in use for 12 months before its 
purchase price has been fully paid. 
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Now, some would think that in affording 
such liberal accommodation we are reserving for 
ourselves an excessive margin of profit. We are 
not and, this you will readily realise when you 
give us the opportunity of showing you found our 
showroom with its unique exhibits in Gem set 
Jewellery, Silverware, Porcelain Bronzes, and 
works of Art, which are acknowledged to be th-* 
finest assortment in the East 
(4) A visit from you will be a source of 

pleasure to us and should some of the articles 
of precious merchandise arouse m you the desire 
of possession, don’t hesitate to make them your 
own 

Yours truly, 
Motichand &. Co , 

BODT or THE LETTER 

The body of a letter is the part that con 
tains the message the letter is intended to con 
vey This forms the main structure while the 
other parts simply make up a frame work upon 
which the main fabric may stand 

The letter as a general rule opens with a 
forceful presentation suggestiv e of the dignity 
and personality of the writer Any reference 
to old correspondence or dates should be 
embodied in the preliminary sentence so as to 
gam the reader's attention at once If po» 
sible, the central theme pre\aihng throughout 
may be embodied pithily to form amice prelude 
to the whole How to develop the subject 
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matter and to sustain sequence of thought vrtli 
tollow in due course. Let us restrict our 
attention m the following lines to the techm 
calities ot the question. 

Dividing the whole subject matter into a 
number ot suitable paragraphs otten improve^ 
the appearance of a letter As to the si*e ot 
a paragraph no definite rule can be laid down. 
The main thing to be borne in mind in this 
connection is that each particular thente ot 
discussion is to be treated in a single para 
graph Proper paragraphing as a matter ot 
tact, iv hen judged solelv bj its effect upon 
the eve is a matter of proportion and a given 
paragraph will appear long or *hort according 
to the length and arrangement of the whole 
matter Maintenance of a unttorm stvle 
mode ot treatment punctuation spelling and 
abbreviations are of the highest importance in 
the composition of a letter 

As a general rule, unless the message is 
a =hort one the whole m tead of being p u t 
solid should he properlj and equitablj para 
graphed as short paragraphs are usuallv 
more effectiv e than long ones In an ordmarv 
letter the paragraph should not exceed ten 
lines but if this senou'Iv hampers the tnam 
tenance of thought and sense the practice mav 
be done awav with Even m that case the 
opening and closing sentences being comrnonly 
of distinct matter from the bodv of the letter 
mav be used as paragraphs 
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There has recently arisen a practice of 
breaking up the whole into great many para 
graphs in contravention to the recognised 
rules of paragraphing referred to above 
Reasons put forward in its favour are two 
first, that such a letter is more attractive and 
therefore more likel> to be read , and secondly, 
when necessarj, certain matters maj be made 
to stand out distinctly from the rest The only 
thing to be observed here is that paragraphs 
containing information relating to the same 
subject should follow one another consecutive 
ly to make a connected narration 

NOTABLE ITEMS 

While replying a letter, in order that no 
part of the question escapes unnoticed it is 
advisable to take up and discuss the subjects 
one b> one in the order they appear in the 
letter to which the reply is made If any new 
matter is to lie introduced it may be inserted 
at the end Matters on which correspondence 
is in progress should be, if possible handled 
first It is superfluous to say that if any sub 
ject matter is likely to awaken interest in the 
reader, it may be dealt in first in order to put 
the reader in a complaisant and responsive 
frame of mind Importance of the subject 
matter also should be taken into consideration 
in adjudging the position of the paragraphs 

In a letter dealing with different sorts of 
propositions each one maj be made to stand 
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distinctly separated irom the rest b\ placing a 
heading o\er each one in bold letters Such 
headings may be used either in the lett hand 
margin at the beginning of each paragraph or 
inside the reading matter either at the extreme 
lett or at the middle ot the sheet 

Lists of any kind or specifications should 
not run with the paragraph but should begin 
with a deeper indentation to the right tor 
distinction If the list happens to be a long 
one, it may be attached to the main letter as an 
enclosure To facilitate matters the lists may 
lie put in tabular forms 

The letters should close \\ ith an ac- 
knowledgment of courtes\ or thanks to the 
reader 

Thus we hate the following vubdmsicns 
in the general letter — 

(1) Letter head 

(2) Date 

(3) Address 

(4) Salutation 

(d) Preliminary presentation 

(6) Body 

(7) Conclusion 

(8) Complimentary close 

(9) Signature 

The following which is tvpicgl oi shoit, 
pointed and well addressed letters may sen e as 
an apt example illustrating each of the sub- 
divisions! heads — 
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Illustration No 7 

Cable AJJrea Cede Western Union 

Extentrade Washington Telephone— Mam 3613 

AMERICAN BUREAU OF TRADE EXTENSION 

(incorporated) 

(1) Extentrade Building, 

Washington, D C 

(2) March. 1935 

(3) International Traders. Ltd , 

33, Canning Street, 

Calcutta 

(4) Gentlemen 

(5) Free publicity for your firm p'ovidcd you 
are still in Business 1 

(6) The forced liquidation of many firms 
during the past year makes it advisable that you 
return the attached questionnaire so that the 
commercial world may be shown, through the 
International Directory of Leaders in World 
Trade, that you weathered the recent commercial 
storm. 

This information m our files also enables 
us to answer inquines about you and thus expedit- 
business connections you want 

Your Company and its products will be 
placed before the buying eyes of the world withotit 
charge or obligation in the forthcoming edition of 
the International Directory, which shows manufac 
turtrs, importers and exporters, etc , of all countries 
The many commercial changes throughout the 



GENERAL FORM OF A LETTER 


25 


world during the past year have made all previous 
records of commercial firms inaccurate 

(7) Your company will profit bv this free 
publicity Fill out the questionnaire and return it 
to-day 

(8) Yours very truly 

(9) American Bureau of Trade Extension, Inc 

SIGNATURE 

The signature should alv\ ay s be in ink and 
legible without anv unneces^arv flourish 
When this is impossible a miniature zinc ait or 
rubber stamp of the original signature should 
be used It is alv\a\s good to stick to a parti 
cuhr form of signature 

\\ hen the proprietor or any partner of a 
firm puts his signature for the company he 
ma\ use the name of the firm as his signature 
Signature of a person writing under mstriic 
tion of anv bodv or firm should appear over 
the name of the partv for which he stands 
with ‘for’ or ‘per pro’ (which means per 
procuration) preceding it When m the 
capacity of a secretary or president of some 
Association the position held by the writer 
should be placed under his signature 

A woman while signing her name should 
always prefix either * Miss ’ or ‘ Mrs as the 
case mav be, within brackets A married 
woman should however use her own name 
as signature and supplement it with her 
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husband’s name prefixed by ‘ Mrs ’ within 
brackets under her signature 

ENVELOPE 

Envelopes for the letter paper should be 
selected of such convenient size as to avoid 
unnecessary folding of the letter Two com- 
monly used dimensions are 34 by 6£ inches 
and 4i by 6$ inches Name and address of 
the firm should also appear at the top of the 
envelope in print so that even if the letter be 
refused or undelivered, it may be returned to 
the sender from the Dead Letter Office In 
addressing envelopes the same rules as in the 
case of writing addresses inside should be fol- 
lowed The only difference is that while the 
address within is often without the name of 
the street of the addressee, the address on the 
envelope should be as complete as possible 
Postal abbreviations, if used at all, should be 
used as suggested in the postal guides All 
designations like Head Master, Accountant, 
etc should be spelt out and as a courtesy to 
the reader his name must not be left without 
his titles The titles should be put in abbre- 
viated forms, eg, M A , M L A , C I E , etc 
Custom requires in general the use of 
4 Messrs ’ before the name of a firm, and of 
4 Mr ' before the name of a single individual 
In lieu of * Mr ' sometimes the term ‘ Esq ’ is 
added after the name, after which the titles 
may be used The name and address of the 
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sender maj be put at the leit hand corner 
nicelj squared up To avoid writing the 
addresses twice, window envelopes are often 
u=ed and the letter paper is *=o tolded that the 
address within is visible through the trans 
parent tabnc of the envelope 

spelling mistakes and improper punctua 
tions above all an\ untidiness m typing or 
writing should not occur in anj letter 

4 careful attention to ah the details wilZ 
never fail to convince the readers ot the res 
pectabilitj and busmens acumen ot the vv nter 

FORMS or ADORESS- 

In addressing gentlemen or firms of the 
loJJow mg nationalities care should 1 be taken to 
put the usual terminologies in their proper posr 
tJon as s hown below — 



Single Individual. 

Fine*. 

Bengali 

Babu or Snjut 

Messrs. 

Tamil 

M. R. R) Avergal 

Do 

Telugu 

M R. Rj Gam 

Do 

Mobamedans 

Shade or Mauhr 



Sahib 

Do. 

Punjabi 

Lain 

Do. 

Burmese 

Maung , 

Do 

English 

Mr 

Do 

French 

Monsieur or M. 

Messieurs 

German 


or MM. 

Herr 

Herren 

Portuguese 

Woo Srtr 

Elmo Srs 



23 MAIL ORDER LETTERS AND METHODS 


Single Individual Finn* 

Italian Sig . . Sigg. 

Dutch Den Herr . . De Heeren 

Danish Hr . . . Herrer 

Norwegian Da Do 

Swedish Do Do 


The title ‘ Messrs ' or its equn alents in 
foreign languages maj he omitted -while 
addressing a firm trading under an impersonal 
name, as 

The National Tannery, Ltd , 

ANOTHER TYPICAL LETTER 

Here is guen a typical letter in which the 
body has been broken up into small paragraphs 
to make every idea more prominent thin it 
would have been with paragraphs of custo 
maty length 

Illustration No 8 

Attention Manager 

Dear Sir 

As a man who is interested in Advertising 
Ut us ask you a question — why du» you open 
this letter’ 

Was it because you recognised our name on 
the outside of the envelope, because you have been 
hearing from us and are interested in what we might 
have to say ’ 

Was it because you are always open to adver 
Using or selling ideas, always willing to look to 
anything that might contain a helpful thought’ 
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Was it because, as a mater o r courtesj to 
anj-cne who takes the time and expense to wnte 
to you, jou always look at >cwr mail 9 

If j-ou are interested in the possibilities of 
using the mail to increa'c your sales, )ou can 
probably ask ) ourself such cjuesDons. You need 
to ask yourself similar questions about the material 
which )ou send out. 

What will make people open and read your 
letters — what will urge them to take a booklet out 
of its envelope or container 

We specialise in all these and are always ready 
to help you. 

Consult us whenever you need. 

Sincerity yourt, 

GENERAL HINTS 

(1) E\erj letter or note 'hould be "care 
full} dated It is often of the utmost impor 
tance to know when a letter was written The 
date line of course comprises the name of the 
town and the da} of the month and jear 

(2) Business letters jisualh begin with 
‘Dear Sir’ or ‘Dear Sirs’ or ‘Gentlemen’ as 
these are addre-«ed to an individual or to a 
firm “Sir” is a very formal salutation to be 
met with in official correspondence onl} and 
being the most distant and formal mode of 
address is scarce!} followed m commencial let- 
ter writing The term “Dear Mr 

“My dear Mr " are fnendh terms 
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of salutations allowable onl) in cases of inti 
macj \\ ith the addressee 

(3) The endings geucrall) used in a busi 
ness letter are of the forms ^ ours faithfull), 
\ours sincerely, Sincerely yours, or We arc 
Dear Sirs Yours faithfully etc 

(4) The commencement and ending of 
letter should aluavs lie similar, for example if 
\ou begin with ‘Dear Sir’ end with ‘Dear Sir’ 

(5) The superscription of a letter should 
be carefull) written The address should not 
!>e hustled up to the top of the envelope nor 
crowded at the liottom It should stand fairly 
as nearl) balanced as possible with the second 
line beginning about one third of* the distance 
nearer the right than the first line The space 
between the lines should be nearl) even as 
possible, and the writing distinct 

(6) Never write in pencil 
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CHAPTEP I 


SUBJECT MATTER 
afphaun'c to the intellect 
TF the correct observance of technicalities 
ot a letter attracts the attention ot 
the recipient the pertection m building up the 
subject matter appeal* to hi*; intellect U hdc 
the tormer creates interest b\ virtue of its 
neat and comeh ph\sical appearance the latter 
awakens sympathetic attitude towards the con 
tents ot the letter bv dint ot its sustained lite 
rare diction and e\en logical flow of thought 
The success of a business letter, however de 
pends on the perfect get up ot both these item« 
The outward look of the letter draw * the nan 
denng eves towards it ard the subject matter 
does the rest, i c interests the reader in the 
proposition or article in question 

Now, the budding up ot the subject 
matter rests on three principal props, each of 
which is as important as the other two, zie, 

(1) Getting up of the subject matter 

(2) Proper wav of arrangement 

(3) bpeaal characteristics that attract 

The*e subjects are ot such vital import 

ance that each of them needs separate treat 
ment The present chapter is devoted to the 
first item 


MER. *. 
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VALUE OF BREVITY 

The firs* and the foremost point in good 
letter writing is brevity, though not at the 
expense of completeness and viwdity No un 
necessary or irrelevant facts and figures 
should be suffered to creep m Curtail all 
superfluities harping on the same string and 
strike out whenever a single idea occurs 
doubt), if not meant for emphasis Man) are 
very erroneously apt to believe that too ela 
borate a discussion or description exercises a 
healthy influence on the reader’s mind, but they 
unfortunately seem to forget that the patience 
of the reader is hereby overtaxed, and there 
is no knowing when a rupture will take place 
due to overstrain and the letter thrown awav 

Brevit) m business letters is doubl) valu 
able because of the number of persons to whom 
the letter must go for its due handling, and 
the short time that each can give to a single 
letter Moreover, in a long protracted later 
the obvious reason is liable to be eclipsed b) 
verbosity and it alienates the reader from the 
inward purpose It is therefore, highlv desir 
able to write onl) as much as is necessar) to 
carry weight with the reader and no more 
Purposeless digressions should be sedttlouslv 
avoided ‘Remember that the success of )otir 
letter depends even more upon what )ou put 
in than upon how much you put in,’ these are 
the words of a \ ery successful publicist Rather 
cut short such terms as ‘Your letter of the 17th 
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instant recen ed and contents noted T rusting 
to hear from vou at an earl\ date 

Illustration No 9 

Instead of using such language 

‘Replying to your favour of the 1st instant 
in which you mate enquiry regarding the result w* 
have obtained by advertising in your paper *e beg 
to state that 

Use such form which is at once brief and 
forceful 

*1 am glad to say in reply to your letter of 
the 21st instant, that our adscmserr^rt in sour 
journal brought us more caJr o cers than v* have 
ever mailed out 

CLEAR STATEMENT OF MOTIVE 

The motive of addressing the reader 
should be gi\en as definite an expression as 
possible The purpose of letter writing is 
frustrated if what the writer means is not put 
in lucid and at the same time a pleasing stile 
Am vagueness in the motive is naturally re 
fleeted in the body of the letter and is prejudi 
cial to the success of the letter All angles of 
views should converge towards making the 
reader feel and feel vnidh the motive of 
which the letter is made the medium to fulfil 
To attain conciseness and vividity m one to 
develop dry statistical figures into interesting 
facts the reading matter should b£ gone 
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through and remodelled again and again 
Constant application in improving the reading 
matter never goes m vain and is responsible 
for very many successful letters 

Besides, as practical measures to gain this 
end, vvc suggest that the writer before begin 
ning the letter should reflect on the central 
theme and weigh the arguments for and 
against it to have a clear personal insight into 
the matter so that he may be in a better posi- 
tion to handle the subject with caution, judg 
ment and spontaneity, and can discreetly link, 
up subordinate facts with the pervading topics 
in one unbroken chain The following may 
serve as an illustration of the above when the 
need for advertisement is to be pointed out to 
the readers 

Illustration No 10 

The approach of trade revival, which was so 
long overdue, is signalised by the gradual improve 
ment of the general market and preludes a fine 
business dawn 

Those who get prepared by this time will no 
doubt be the greatest gainer 

You, of course, do not like the opportunity to 
slip by, if so, screw up your courage to the starting 
of an advertisement campaign to make what you 
have to offer widely known and to reach a larger 
circle of customers You cannot be indifferent on 



SUBJECT MATTET 


this point for your fortune is at tak" as all r*cori 
show that most business failures hang in the tail of 
non-advertisement 

VIEWING HEADER S INTEREST 

Whenever possible the opening lines 
should be emploved to show how it is to the 
reader s interest to go through the entire let 
ter and to convince him that his best interests 
and welfare are being looked alter and are 
quite safe m the hands of the writer Such 
Unking up of the interest ol both the parties 
the water and the written to goes a great way 
towards the success of the letter Couch jour 
language m such a tone and stv le that the fur 
therance ot the interest of the reader more 
than anything else is at vour heart and that 
service to him is manifestly uppermost m v our 
thought ^uch w inning aspects cannot but in 
duce the reader to a favourable consideration 
of the subject referred to him Whenever 
necessary , a second statement ma\ be appended 
to elucidate the theme where a long mtroduc 
torv paragraph occurs Note the following 
examples a» illustrations of the abov e — 


Illustration No 11 

‘Conducting a roaring business of course that 
is die desire of your beam Allow roe to sugges* 
bow I may help you in di3t direction 
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Illustration No 12 

‘Our newly patented machine, we are confident, 
will prove a vital step for your immediate benefit 
and profit’ 

Illustration No 13 

■Whenever you get in difficulty, in transport 
mg your goods, ring us up ’ 

REASON OF APPROACH. 

It is a far too common drawback of a 
writer to allow the reason of approaching the 
reader to be obscured by useless v erbosity and 
lack of clear conception A letter falls far 
short of its objective, if the reason does not 
stand out conspicuously from the rest 

In this connection it will not be out of 
place to note that the purpose is too often con 
fused with the reason But they differ widely 
m meaning, while the purjiosc of writing may 
be implied or not, the reasoning put forth 
should be broadly based to persuade the reader 
to the fulfilment of coveted purpose The pur 
pose may be hidden from view but the Feason 
for approaching under all circumstances should 
be explicit 

When a person offers something for ready 
sale his reasoning for approaching the buyer 
is to persuade him to buy his commodity, while 
the object in view can be making profits, to 
clear bad stocks even at a loss to wind up the 
business, to damp down the market and bring 
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his competitors on their knees and -uch other 
thing 4 : Here are a lew concrete examples 
trom ^ticces'sful letters where the reason for 
writing is ven, plain 

Illustration No 14 

‘We offer the buyer, the lender, the dissatisfied 
owner, the attorney for heirs, an appraisal service 
founded upon positive knowledge of actual condi 
toons, gained in tw^ntv five years.’ 

Illustration No 15 

This is your opportunity to get a lot of pretty 
Pup dothes at very low cost if you order at once.’ 
Illustration No 16 

‘We are looting for some body Some bodv 
in your town. Some body who wants a whole lot 
of easy profit Some alive, alert, resourceful dealer 
to handle our bigger profit glassware.’ 

Illustration No 17 

We will help him the business, the goods will 
help him keep it.’ 

Here is another in tance quoted from an 
actual letter — 

Illustration No IS 

“Cur services jre always placed at jour disposal 
for marshalling your commodities to your highest 
advantage and profit. The circulation policy of 
GaMMEROAi. India has alreadv appealed to 
cur progressive commercial classes. Need we men 
toon to you particularly what this enormous ertula 
con among a progressive people means to your 
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business You have the opportunity to speak of 
your wares th-ough the pages of COMMERCIAL 
India to the widest circle of buying public all over 
the country Should you miss it ? 

We must have to close the forms by the first 
week of January, and if you value placing the story 
of your wares before the widest range of buying 
readers you cannot delay 

Your competitor is certainly on tbe look out 
and may steal a march over you 

Ever for your Success ’ 

DESCRIPTION AND ARGUMENT 
Yt’ct tomts the question of description 
The vividness of description of your proposi 
tion or articles of sale should conjure up a 
living picture in the mind of the reader Hazy 
and unforceful description is too often respon 
sible for failure m getting responses No onus 
sion of the vital parts is allowed ma«inuch as 
it generates doubt about the genuineness and 
quality while too much of it is disgusting In 
describing the article special mention should be 
made in what respects yours is an improve 
ment ov er others, c g 

Illustration No 19 

The ‘Pearl handkerchiefs are specially attrav 
tive as pretty gifts Made of handsome 

crepe de chine with unique stencil pictures tn many 
original designs and colourings, these are very 
acceptable gifts and because of their usefulness and 
attractiveness, are never amiss as remembrancers ’ 
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Arguments, like description go a hng 
nai towards commcing readers Indirect 
arguments suggestne of the superiority of the 
articles are often more effective than du- ec t 
arguments for, as in the latter case, the reader 
does not at all know that he is unconscioi* s j} 
taken through a chain of arguments T^.e, 
for instance, the following example ot indirect 
argument — 

Illustration No 20 

‘The arrival of a Urge number of unsoli^ud 
testimonials from the satisfied customers for our new 
invention is a sure indicator of its great success, J c 
goes, without saying that the 'article* has caused a 
great commotion in the market.’ 

Yet arguments are not all You may c :0 n 
unce the reader that your offer is the ii'tost 
ad\ antageous but still he may not be in a mood 
to buy So a letter generally has a few h ne .-> 
gnen to persuasion, which is the utal po; n t 
For example — 

Illustration No 21 

'The time to let us demonstrate is right ^ ow 
to-day, this minute. There is nothing to hes,tate 
about. The risk w all ours Tear off the < ;ar J 
Get it right in die math You will be glad you 
You will count it a lucky move on your part.’ 

A real letter closes with the follow mg her- 
suasne sentences . — 
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Illustration No 22 

‘Here is a real chance for you to reap a harvest 
of profit A chance for you Go over the enclosures 
very carefully, read between the lines arid see what 
a broad way of possibilities are opened before your 
eyes 

Don t ‘lie dreaming ’ A big profit-opportunity 
is looking you in the eye right this time 

Drop your card — immediately Take the step 
to-day — if prosperity s demand counts anything 
with you* 

TONE AND TACT 

Though sound business is built upon 
honest dealings, tone and tact arc nevertheless 
useful instruments in the hands of a letter 
writer These turn down a man v ithout hurt 
mg his feeling and show him the injustice of 
his position while persuading him to see things 
in i different direction Tact is also necessary 
to introduce arguments in refuting objections 
which a reader may be inclined to raise on peru 
sal of the matter A tone of courtesy and res 
pect also tempers the contents suitably The 
following is an instance — 

Illustration No 23 

‘You ask us to explain why the muslin such 
as you bought of us at Rs 2 per yard is now offered 
for sale at Re 1 12 The explanation is simple, 
you made your purchase when the goods were just 
placed on sale, the present price, as our advertise 
mem plainly states, is made on remnants in order 
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to dose out the line. Under the araimsUnces we 
must decline to consider your suggestion that we 
refund to you the difference in pnee But if you 
place a fresh order from the remnant stock, we shall 
be glad to supply sou at the current reduced price ’ 

CONCLUSION 

The letter should teraunate on friendly 

note 

KOD iriC A TIO V or A.V IDEAL LETTER. 

In a letter, however, all the several items 
merge into one another according to the needs. 
Below is a modification of an ideal letter 

Illustration No 24 

This is a cordial invitation to you to see the 
working of our sugar machine. And your accept 
ancc implies absolutely no obligation on your part. 

We are sure, however, that when you haie 
once seen the working of the machine, you non’t 
want to Uiy any other 

I simply would like to make a few observations 
purely on your own account and future guidance. I 
want you to know the machine and see for yourself 
what it really represents in simplicity of construction 
and efficiency It sands absolute!) on its merits. 
After these assurances, may I hope that you 
will call upon me any day this week’ 

Remember, there is not the slightest obligation 
I shall enjoy showing you die working whether or 
not you are interested in buying 
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ARRANGEMENT 
STANDARD METHOD 

TN the preceding chapter the general princi 
A pies to be followed in the composition of 
am business letter have been indicated The 
method of arranging them should next receive 
our attention It is no wonder that the proper 
arrangement of the contents of a letter should 
be an essential factor in good letter writing 
"So doubt the inclusion of convincing argti 
ment and winning persuasion in the bodv of 
the letter speciall) when it is abl) written or 
compiled with discretion goes a long vva> to 
wards securing the confidence of the reader 
but the proper arrangement thereof is never 
theless of no less imj ortance 

Simpl) crowding of facts and figures with 
out an) order or sj stein however interesting 
thej seem in their isolated state cannot blit 
form a disjointed whole and is doomed to fail 
m carr) mg weight Many are observed to cja 
culate in utter disappointment that their 
letters are quite unnoticed and unresponded 
but the> do not think worth their while to probe 
into the causes that were reall) responsible for 
their failure and to rectif) the drawbacks 
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Fault} arrangement often causes “-ad dis 
appointment Knowing how to arrange the 
matter will thus to a thinking mind appear as 
important as selection oi materials to be put 
in \ gracettil harmonj of the two is what all 
letters should aim at attaining 

\t the \er} start it ma> be pointed out 
that it is not possible to dictate am tvpical 
sjstem ot arrangement The order followed 
b> the master writers \arie« to a great extent 
according to per^onahU and characteristic 
leatiires of their own Moreox er, to an expert 
letter writer the letter loses its brilhanc} it 
some stereo-typed forms are mainl\ emplo> ed 
Thev rather find a fla\ottr\ trait in departures 
trom the general rule 

But at the «ame time it should be made 
clear to beginners that for them it is wise to 
follow the method prescribed below so long as 
experience and knowledge o 1 the human mind 
do not train them to handle the letters in am 
w a\ the\ please W ithout a thorough gra*p 
on the useful method of arrangement, one can 
not possibK ascertain when an} departure nia} 
be made with good effect Let us here <dud\ 
what order is most natural and efficient as well 
and hence advisable to follow 

PRESENTATION OF THE PROPOSITION 

The object of the letter cannot be realised 
unless the reader be prevailed upon to go 
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through the entire letter \\ hat sort of mate 
rials should constitute the bod) has alread) 
been discussed 

The presentation of the proposition at the 
\ery beginning should be discouraged The 
guiding principle in the selection of material 
is to concentrate on the features that would 
appear of vital interest to the recipient of the 
letter 

The writer must vi\ idl) Interest himself 
m the proposition from the point of view of 
the potential customer and pick out those facts 
which will enable him to present his case ade 
quately and tellingly The effects in the mind 
of the reader should always be properly stu 
died and when the first lines in a letter have 
prepared the mind of the reader to look kind!) 
to your proposition and disarm him from en 
tertaming an> uncharitable idea about your 
presentation >our real object should be slow I) 
disclosed 

The abrupt presentation of )Our proposi 
tion mV cases out of 10 has the disadvantage 
of prejudicing the reader’s mind with an idea 
that the object of the letter is to gain ailvan 
tage in favour of the writer This should be 
scrupulouslv avoided even though the letter 
has material enough to carr> the reader aw a) 
b) reason or sentiment Special!) it is Unwise 
to quote prices in the first paragraph without 
explaining the 'advantages and usefulness of 
the article in question 
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But there are alwaja evceptions to the 
general rule h hen the proposal will without 
an\ doubt seem profitable to the reader or 
whene\er an unusualh cheap offer is made 
the proposition ma\ for greater effect be put 
in the opening lines to ensure attention and 
careful perusal 


OPENING NINES. 

Then how to begin if the proposition is 
not to go'first 1 * The object of letter writing 
is hkeh to be fulfilled if the first few line'- 
can create acti\ e interest in the mind of 
the reader As a rule the success of a sales 
letter depends upon its opening paragraph 
The general proposition contained in the letter 
trm be e\er s 0 comincing but it will not be 
read b\ mam men unless the opening lines 
look interesting 

These lines should breathe of freshness 
charming personal^ and enthusiasm All 
cut and dried phrases and common place 
utterances are to be sedulonsK pruned off 
IS ever write ‘It has occurred to the writer' 
' I am taking the means of acquainting j on 
with the fact that I am a etc 

Express in a few crisp and tactful words that 
the interests of the recipient are looked after 
It has often been obsened that the opening 
sentences seal the fate of the whole letter for 
they ma> induce the reader to go on or stop 
mstanth 
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Let us study the categories into which the 
opening lines of sales letters may be generally 
made to fall 


1 Appeal to Self Interest 

This is the principal point that should 
interest the writer of a sales letter in opening 
it We give an example below and many 
follow hereafter 

Illustration No 2 5 

When the Dasserah is over and there are not 
many weeks for the winter to come, you will save 
fully 25 per cent, by ordering your winter clothing 
now instead of waiting till thermometer shows 60 
That is if you buy from us 

2 Opening wits a Qacstlon 
Illustration No 26 

“What is more uncomfortable than art ill 
fitting boot ? ” 

The opening tone expresses sympathy of 
the writer about understanding some of life’s 
little trials and it wins ready agreement 

3 Understanding Readers Need 

Illustration No 27 

It ts not what you pay, but what >ou get which 
spells economy in your household. 

This was addressed by a tailor to the 
hou«e holder This needs no argument 
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Illustration No 28 

You don’t pa) \our Bills promptl) , Sir 5 
This is ironi a circular letter m uhuh a 
collection agency brought its &er\u.es to the 
notice ot possible clients The lorm is un 
U'ttal anil highly pro\ oeatn e, although most 
effectne 


5 A Thrusting Single Word 

IVusnetion No 29 

Expired * 

The recipient is naturally startled to read 
on to hnd out w ho or w hat had expired w hy — 
when — how, and what it has got to do with 
him This is from a letter written by a 
publisher to a subscriber to his magazine 
who had not renewed his subscription 

The*-e are the general dm^ions although 
the following apt openings will gt\e the reader 
more read) ideas — 

Illustration No JO 

Of course you arc in business to mate mone\ . 
and this being the case, would it not be worth while 
for you a r this time to consider the handling of such 
additional lines as would enable >ou to mate money 
during the summer months 
Illustration No 31. 

Behind this big machinery plant is an ideal that 
is much bigger than the plant itself, or the men who 
MRIL 4 
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built it That ideal is to help the Indian youth to 
find an honourable living and increase hts earnings. 

Illustration No 32 

It is not our idea to sell you and then 

lose sight of you, we want you to be well satisfied 
with every purchase you mate, so well satisfied that 
you will want to do, all your shopping here. 
Illustration No 33 

You have a personal interest in a problem of 
large importance — the reduction of your 

Illustration No 34 

Are you getting all the use out of your 
typewriter nbbon — that you should 5 

Illustration No 33 

You will be interested in this letter for more 
reasons than one It contains a live news about a 
live subject. 

Illustration No 36 
A few days we posted you our 
We have had no reply Did it reach you 5 
The opening: lines instead of forming: a 
paragraph may consist of a single sentence a 
mere phrase or a pertinent head line Ev 
amples follow — - 

Illustration Nos 3732 

‘Look for quick returns and profitable ones I' 
‘Yes, it is true, every word of it*’ 
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‘Earn big money by investing in — ’ 

‘ Arrived’ ’ 

‘Here is a great truth quickly told ' 

‘A business proposition pure and simple ’ 

‘An old bouse with new values that offers 2 
sure bargain.’ 

‘All flow — no ebb.’ 

‘An alluring investment that pays now — and 
tn the long run.* 

‘A mere promise gets these.’ 

‘A pleased customer pleases us.' 

*A revolution in delightful shopping m the 
comfort of your arm chair/ 

‘Always think before you act.’ 

‘Any tone is a good time — now is the accepted 
time.’ 

‘A remarkable offer for 15 days only/ 

In passing, it may be remarked that if the 
opening is too startling, it may gite offence to 
the reader to whom it will be impossible to con- 
nect it logically with the proposition following 

PROPOSITION. 

The next in order should come the pro- 
position for present action before the reader. 
Here also a through and through know ledge of 
the order in which the proposition is to be offer- 
ed is as important as a keen insight in regard 
to the materials to be put in the letter is neces- 
sary. 
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The main point to be remembered is that 
the proposition is to be laid here m its entirety 
with the thought maintaining a logical flow 
in appropriate succession In short 'the pre 
sentation of the proposition should tale place 
in a manner as to make the reader follow the 
letter with interest and act upon its suggcs 
tions No amount of stern logic can secure 
a reading unless «ome new characteristics or 
personalities are developed As an instance 
take — 

] l! u si ration No S3 

The moment you employ our Labour Saving 
Sewing Machine you stop the eternal paying into 
the pockets of others you get bigger amount of 
work with smaller amount of labour* 

ARGUMENT 

After the presentation of the proposition 
it is well and good ami most logical and 
natural as well to add a few lines tn the shape 
of arguments, the mam object of which is to 
show the advantages of the proposition and 
the profitableness of the offer more to the 
reader than the writer seems to derive from it 
The arguments when backed up with 
causes and effects facts and circumstances 
appeal to our reason The success of it 
however, depends equal!} upon the goods, the 
reader and the proposition Offering a 
machine to a villager is meaningless unless it 
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is shown therein how with a capital within th^ 
reach of e\eia man and with a simple manipu 
lation of the machmer} offered the reader w ill 
be enabled to earn a decent living at home 
Finally when comincing proofs hate 
been produced to corroborate the solidarity oi 
the proposition, one thing still remains to be 
done we mean clinching the arguments to a 
climax which generally amounts to strong 
persuasion Tactful wordings should be 
taken recourse to to incite prompt attention 
to the proposition. 

Here is an illustration as to how argu 
ments m a letter are de\ eloped — 

Illustration No 54 

‘You would not think of throwing 2 wav youi 
fountain pen simply because the ink is exhausted- 

‘Then why throw away your worn out type- 
writing ribbons’ You can re mk them in your 
office as well as you fill your fountain pen. 

Tf you will examine one of your apparently 
worthless ribbons vou will fird that the fabric 3 
scarcely warn at alL Treat them by a simple 
process with our new re inking machine of not much 
cost and jou will get practically new ribbon fcr 
only a fraction of the cost. 

"Read the enclosed * 

PERSUASIOV 

When the proposition has been presented 
and supported b\ arguments and facts and 
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figures, the mind of the reader is in a s>m 
pathetic mood towards the reasoning of the 
letter But he w should next be stirred up into 
action Herein comes up the function of ‘Per 
suasion ’ 

Suggest to the reader that an early 
compliance will end m his fa\our , request him 
to act up to your suggestions while at the same 
tune allow him to exercise his oun free will, 
«how him the timeliness of the offer readiness 
to serve on your part, extend a hearty we) 
come to your show room with no obligation 
on his part, hint that the reader may lose by 
delay , in short stir him to action This func 
tion is often identical with closing paragraph 
as will be seen below 

As an illustration take — 

Illustrai ion No 55 

'After you have bought your first dozen red 
and blue pencils you will be glad enough to buy 
them by the gross and save much more you’ll have 
identically the same experience as our many oth'r 
satisfied customers' 

As a means to clinch the argument 
write - — • 

Illustration No 56 

Send me your order by return mail It will 
prove a real revelation to you 

Take this money saving step to-day 
Here is an example of how argument 
develops into persuasion — 
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Illustration No 57 

“That is just what we are read) to install for 
you at an hour’s notice — a complete equipment that 
wall meet your most exacting demands — in day in- 
day -out wearing quality 

‘And because we can furnish you with every 
item of equipment that you need, we can do it a t a 
minimum of cost to you- The catalogue enclosed is 
a perfect directory of plant equipment. Pleas*. g Q 
over it very carefully Note parti cu l ar ly the special 
poets quoted on This is made m our 

own factory from the very choicest stock. In actual 
use it has proved its ability to out wear three time» 
over any other at the same price. 

‘And this is just one item— just to give you an 
idea of the pnet and quality we could give you m 
furnishing your plant complete.’ 

CLOSING. 

Generally, a closing paragraph brings the 
whole into termination Here al«o too t;on 
\entional dopings such as ‘Trusting that we 
may have the pleasure oi heanng Irom v OU 
and a«*unng y ou that y our reply w ill be greatly 
appreciated’ or ‘Thanlang you in advance for 
the early reply y ou w ill gt\ e us’ are to be a\ oid 
ed \ do-it now tone is all that is wanted 
For examples — 

Illustration No 58 

‘Fill up the enclosed blank and mail it tc, * 
Illustration No 59 

* To-dav — Right Now * 
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Illustration No 60 

‘No matter wVi3t the occasion, how trivial the 
purchase, give us a trial on your next order You 
will be delighted with the result ’ 

Illustration No 61 

‘You will be glad vou adopted this suggestion. 
Try it at once and see’ 

Illustration No 62 

‘Decide to come tight now — *tis a prohtable 
impulse ’ 

Illustration No 63 

‘In your town it « sold by our Agent Messrs 
Sc Co Try it We are sure you will 
be satisfied with the quality And i r will give your 
farm all the protection it needs ' 

A courteous or complimentary closing is 
also the custom with mam The following 
may serve a a examples — 

IllusiTahan No 64 

‘Assuring we axe here to give you the sair* 
good qualities conscientious values square treat 
ment and courteous attention at all times 

‘We would greatly appreciate an opportun r y 
to quote you on your requirements * 

Illustration No 63 

‘May I hope to hear from you by return 


mail v 
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Illustration ho 66 

‘We promise uniform good quality, corr* ct 
weight and a sincere willingness at all tunes to pro 
our thorough appreciation of your kind patronage 

A few more example's gnen below wn\ 
pro\e of much help — 

Illustration h o 67 

‘Please write us, whether vou order now or r c t_ 
You are sure to hast some questions vou would l)k c 
to ask, and we shall gladly answer them. Let ^ 
know exactly how we can serve you * 

Illustration No 6S 

‘For your convenience we are enclosing an 
order form, which you can fill m without trouble 
and put tn the post to-day * 

Illustration No 69 

The time to order is now, while jou hast tj, e 
matter before you and can do so in a marae^ 
May we look for your letter in the return post 7 

Illustration ho 70 

“We can give your order immediate attrrmc, n 
and onlv await your decision to put our^eh,^ 
entireh at your service ’ 

Illustration No 71 

‘You need send no money — I personally gu ar 
antee diat you will find this all that 

darn! for it. Simply post enclosed card today * 
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Ulusftatton No 72 

• “We do business on a very narrow margin of 
profit. For this reason, we canhot afford the possi 
bdity of incurring even a small loss on collection 
charges of bad debts Our invariable rule, therefore, 
is to require cash with order You will see how this 
rule is on£ of the things that makes it possible for 
us to give lower paces than our competitors.’ 

CONCLUSION. 

From the above uc see that the logical 
method of arrangement is as follows — 

1 Enthusiastic Opening 
» 2 Presentation of Proposition 

3 Arguments, etc 

4 Persuasion 

5 Closing 

It is wise for beginners to follow this 
order Only experience and practice can dic- 
tate when a departure from the above system 
can be made without any detriment to the con- 
tents 

The following will serve as a guide — 
Illustration No 71 
Dear Sir, 

I nthusias- Right now it is important that busi 

tic oj (■njcg nessmen should look prosperous, should be 
well-dressed and carry the air of one un 
touched by adversity This applies equally 
to the men whose credit is an asset in his 
business and to the man who is employed 
to represent others. 
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Proposition. A prosperous appearance is desirable 

at any tune, you know this without my 
telling you, bur there is one thing in con- 
necnon with it that I can tell you — how to 
get the best results. By results I mean 
best fabrics, best patterns, best styles, bes’ 
fittings, and best workmanship in your 
clothes. Every other tailor claims the same 
things — of course, but I keep right on 
Argument. claiming them by everything I do, not only 
while you are buying a suit of me. but as 
long as you wear die suit. If I should see 
die suit on you a year after you bought it, 
I would say, “best fabric, best pattern, etc’ 
and if you did not agree with me I would 
make you another suit for nothing. In 
other words I want the result mote for die 
result than for die sake of getting your 
money That’s why I mean best when I 
say it. 

Persuasion. I am not carrying over any old stock, 

nor trying to work' eff 1934 patterns in 
suits made in 1935 , my stocks axe new and 
the 1935 patterns are very attractive and 
effective. I would like to show diem to you. 

My pnees are fair, fair to you, fair 
to me, fair to the best workmen who shaped 
diem, they are not high pnees — just fair 
I would like to make your winter suit. 

Yours very tmh. 


Closing 



CHAPTER m 


CHARACTERISTICS OF A MODEL LETTER 


GENERAL CHARACTERISTICS 


ORACEFUL physical look, judicious com 
position of the bodj matter and the 
proper arrangement of the same though of 
inestimable service in the making up of sue 
cessful business letters do not comprise all the 
elements necessar) xn a model letter The> 
form a solid foundation upon which the entire 
structure would depend Their assistance is 
no doubt indispensable in writing a faultiest 
composition but with all this thej ina> lie 
impotent in imparting a freshness and life 
running through the whole It is difficult to 
lay down outlines on which a model letter 
should be drawn for letters should be written 
m diverse tone and st>le to adapt themselves 
to the occasion and to the surroundings Ml 
that is possible here is to point out several 
general characteristic features which almost all 
master letters contain The most important of 
them are — 


(1) Originality 

(2) Tact and Judgment 

(3) Adaptability 

(4) Tone 

(5) Force 

(6) Suspended Interest 
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ORIGIN ALITT 

\ li\el> original composition holds a 
peculiar charm o\ er the reader s mind 
People are «o much tired ot comentional 
writings that a stale «t\le and stereo typed 
expression can scarceh hope to attract the 
notice ot the readers Most ot the successful 
letters will be observed to contain savings not 
met with generally B\ originality of course 
we do not mean a queer sajing but a genuine 
\va\ of thinking altogether in a new line to 
engender interest in what is to follow 

Simphcit) ot thought finding expression in 
a simple and natural style ne\er fails to awaken 
curiosity \bo\e all opening lines specially 
should be of original type departing as much 
as practicable from the grooied line of pro 
cedure A\ hen curiosity has once been raised 
to a point it is incumbent upon the writer to 
sustain it by prudent selection of matters 
Letters with unique openings arrest attention 
at once One cannot shut his ey es against such 
opening lines as 

Illustration Nos 74 — 76 

You can t blame me if it happens *’ 

‘I have flashed the sign ah' 

‘I ve hung out the red light — * 

Illustration No 77 

‘Do you dare tnfle with jour health 9 Do you 
know it’s the most valuable of your possessions 9 
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With it power, success and happiness are yours 
Without it you ate neither efficient nor happy ' 

Illustration No 78 

‘Your name was given us as a man ready to 
grasp an extra-ordinary opportunity to make money, 

Illustration No 79 

*Your money’s your own You will of course 
spend it any way you want to You may pay high 
furniture paces. But we hardly believe ’ 

Display and catchy head lines also act as 
so many sign posts to the subject matter and 
serve as effective selling points since your read 
er cannot fail to see them This method of 
using strong catch lines should only be prac 
Used where it is justifiable by merit of the pro 
position 

Illustration Nos 80—83 
‘Match Problem Solved * 

‘Simple Machines Guaranteeing 50 per cent, 
profit, etc, etc’ 

‘A unique Discovery ' 

‘New in the Field ’ 

TACT AND JUDGMENT 

Success m letter writing depends largely 
upon the tact with which the letter js to be 
handled Tactfulness has many a time brought 
in fresh customers and has re won the confi- 
dence and patronage of dissatisfied constitu 
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ents Now for drafting a letter, tactful and 
spontaneous at the same time one must exer 
ase good judgment which with moderation 
and commonseitse is the best friend of a letter 
writer Obser\e all things and propositions 
from the point of view of the reader for whom 
the letter is intended This practice will 
humour the readers interest them appeal to 
them and will never offend them- 

Another polic> generalh adopted m this 
case is to think clearh the whole subject weigh 
carefulk the pros and cons and thus possess 
a first hand idea clear and correct, of the pro- 
position to be presented In short look into 
\our heart and wnte Don’t tr> to imitate 
others but write out jour own ideas steering 
dear ot cut and dried phraseology This prac 
tice will enaure originality of ideas and in the 
hand of a deep thinker the letter will possess 
the elements of a model letter 

Good judgment al«o requires that the pro- 
position of letters should appear quite 
plausible, since truth and smcentj are the 
greatest assets to a letter writer If there 
hangs some absurditj about the proposition 
this will insinuate doubt in the reader’s mind 
as to the y era at) of the writer, and the letter 
would fall far below its mark 

ADAPTABILITY 

It is the skill to secure hearing from all 
parties The same letter is not equallj pulling 



C4 MAIL ORDEP LETTERS AND METHODS 

in all centres One may yield unprecedented 
success m one quarter and yet may fall quite 
flat in another circle The letter should he 
adapted according to the temperament editca 
tion and scope of those to whom these are 
addressed \\ hat mav he catchv to one sec 
tion of jieople with particular social or pohti 
cal views may be lacking in carrying weight 
with those of the opposite camp 

In short tastes of one person diftpr from 
tho«e of others Hence before communicating 
with my person his tastes should lie studied 
as lar as possible He should be approach 
el by the writer in a manner as most likely 
to appeal to his brain and heart The 
language of the writer the method of 
putting things the length of the letter a' lso 
require modification to make it interesting and 
not disgusting to the reader 

A long letter mav be quite agreeable to 
the sense of a ullager unused to receive many 
mail letters daily but big letters would be qiUte 
tiresome to a busy man of business Where 
the nature and inclination of the addressee 
unknown it is desirable to write letters of 
moderate swe 

Another important thing to be noted m 
this connection is to keep abreast of the tirfies 
and to take the psy chological moment to 'id 
vantage in extending business Timeliness 
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of offer is an important lactor in winning new 
customers 

A touch of colloquial and personal langu 
age is often a useful instrument in the hands 
of skilful correspondents Language is also 
to be moulded according to the profession or 
trade of the recipient The use oi a little slang 
and professional and technical phrases and 
rheto ic is not onl\ allowable but justified in 
centering the idea that the correspondent is 
quite at home with the subject This does not 
of cour e presuppose wholesale technicalities 
n the bod\ ot the letter Onlj an occasional 
touch here and there signifies familiantj With 
the business 


TOtfE 

\\ hile «t\ le is the dress ot the thought 
tone is atmos[here» Tr\ to culm ate an easy 
■and natural tone It is determined both b\ the 
matter and b\ the impression that the writer 
wishes to produce The tone of the letter is 
affected to a con siderable.ex tent b> the person 
to whom the letter is written 

Man} correspondents allow the first 
person to dominate o\er their correspondence 
Though this mode of expression smells of an 
egoistic tone gi\ ing offence to their recipients 
its u e is allowable while expressing some 
opinion or giving personal touches 

In general correspondence however it is 
good to keep Oneself in the background Such 
mer. » 



MAIL ORDER LETTERS AND METHODS 


examples as I ha\e done such and such My 
articles are super excellent 1 he prices I 
offer are the lowest available in the market’ 
are ineffective The use of third person also 
imparts a cold and distant tone which in gene 
ral letters should lie discouraged It is thus 
preferable to write a letter in the second 
person because this shows a delicate courtesy 
to the reader and assures him that the 
question has been dealt from his point 
of view and that it is to his interest 
that the letter should be gone through 

Mark the congenial tone in the opening 
lines of a letter appealing to a farmer to paint 
his farm — 

Illustration No 84 

I have just been thinking about that bam of 
yours 

It is the storehouse of your farm and holds the 
rewards of your season s labour till they are mar 
keted A mighty important bu (ding 1 

You would not feel safe if it was not fully pro- 
tected aga nst fire yet it is a fact that more barm 
are destroyed by paint neglect than by fire — and 
paint is a whole lot less expensive than insurance 
It is the cheapest form of protect on for you 

TORCE 

The letter should possess convincing and 
compelling dements in it as well To achieve 
this the letter should lie forceful and absolute 
ly outspoken A spirit of enthusiasm should 
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pervade the whole of the letter This guaran 
tees smcent\ on the part ot the writer and 
evokes conviction from prospective but ers 

A forceful writer moves his readers bv 
the life and force he instils tnto the subject 
He impresses the reader with the importance 
of the question His liveliness and enthusiasm 
are contagious like laughter and catch am badv 
who mav happen to read it 

Talking direct to the point and being brief 
are also steps leading to forcefulness Let y our 
thoughts move with grandeur towards a cli 
max, and thus lend an unusual force and viva- 
atv to the whote so rarely met with an onh 
nary correspondence Here is an instance of 
forceful para 5 — 

Illustration No 85 

‘I want a man who is a salesman from th~ 
ground up who is a money maker from head to heel 

He must have von, vigour and velocity m him f 
He must have ginger, gumption and getability He 
must be ambitious, resourceful, reliable — yes, sbov* 
all reliable 

He must take hold of dis thing with head, 
heart and hand and work for all there is in it.’ 

suspended interest 

When the interest of the reader has once 
been awakened bv an enthusiastic opening, do 
not let it flag but sustain it carefully, to the 
very end of the letter The crucial point is 
not to be revealed too soon In the w ords of a 
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publicist, ‘You are to build up his hope, 
awaken his desire, before jou display the main 
object — the big idea — the real issue of jour 
proposition By that tunc he is likely to want 
it He is readj, for it His enthusiasm and 
interest are kindled He is then near action ’ 
Here is an evanjple of suspended interest • — 

Illustration No 86 

If somebody told you how you could increase 
your production 50 per cent, or 60 per cent, you 
would lend him an ear, wouldn’t you 9 „ 

And if somebody else told >ou how you could 
cut down your manufacturing cosr 25 to 30 per 
cent, you would listen to him too, wouldn’tyou 9 
Here follows another instance how inter- 
est is suspended while offering a book which 
shows how to be another man — a bigger edi- 
tion of one’s former self — 

Illustration No 87 

May be that’s a strong thing to say 1 May be 
it isn’t, mav be I am putting it dead straight. 

* You 11 be another man ” You’re no different 
from the rest — the men of the hour — alert, up-and 
do ng success craving determined to accomplish 
more to-day than they did yesterday 

You are no different, I say If you, too, read 
“ The New Success ” it will light within your breast 
the fires of new ambition, just as it has done with 
every other man. 
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CHAPTER L 


FOIJIJ CLASSES 

TT \\ I\G given the general characteristics 

ot Business Letters we are called upon 
to classify our correspondence To attain efh 
uencv in office correspondence the first step 
would be to sjstematize the mail And in do- 
ing this w e find w e can use stereo typed forms 
in some routine business of the house Thus 
we come to the first class of all business letters 
— Routine or Form Letters which cover simi 
lar initial and answer letters to several parties 

Following this we divide our correspon 
dence according to the hinds of business tran 
^action General business of a commercial 
house consists of (a) Procuring orders (b) 
Collecting nionev (c) Appointing agents and 
retailers for di tribution ot merchandise The 
correspondence therefore natural^ classifies it 
self into these four groups — 

(1) Form or Routine Letters 

(2) Order Procuring Letter* 

(3) Collection Letters 

(4) Agencv Letters 

In fact entire correspondence automati 
callv divides itself into above classes We re- 
sv«tematize them in the following pages 



CHAPTER II 

FORM OK ROUTINE LETTERS 
ORDERS AND ANSWERS TO ORDERS 

{"INE of the most important items in the mi 
^ tme business of all merchant houses— hig 
or small — is sending out ordering letters and 
acknowledging the orders received In the 
proper conduct of business while goods are 
to be purchased either in raw or finished form 
from the manufacturers or wholesaler*. In 
rail ruci or sea h\ despatching order letters 
the orders received bj the firm in its turn from 
its customers are to be acknovv ledged and fullv 
filled up \nd in due course enquiries are to 
be made and answers given complaints art 
made and received and adjustment to them 
done Thus in the Form Letters we have the 
following groups — 

(1) Orders and Answers to Orders 

(2) Enquiries and Answers to Them 

(3) Complaints and their Adjustment 

The essential points to lie liorne m mind 

in the construction of ordering letters are — 

(1) Reference to catalogue 

(2) Itemizing the goods ordered 

(3) Description of goods 

(4) Method and date of dehv erv 

(5 ) Remittances or Enclosures 

(G) Miscellaneous 
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REFEREN CE TO CATALOGUE. 

To minimise the chance* ot error and 
misunderstanding aluaj* gne a reierence of 
the goods \ou want from the catalogue or 
price bst ot the company with whom \ou place 
\our order Am number appended to denote 
the article or its quahti must on all occasions 
be quoted with scrupulous accuraci ^uch 
practice would help the selling firm to under 
stand exacth the hind ot \our requirements 
and would thus end in expediting the affair 
If the compam does not issue an\ catalogue 
or circulars details of goods from its previous 
correspondence nia\ be quoted If \ou u?e 
am order and office number put this also 
clearh at about the top of the letter so 
that the oiner parti will refer to it in 
responding 

ITEMIZING THE GOODS ORDERED 
Names of articles tor which orders are 
booked should be arranged carefulU in a 
column each with a separate number \\ nt 
mg the order letter m tabular form is 
here meant It is'-eas) to see that this sort 
of arrangement is most agreeable to the selling 
firm as this facilitates carrying out the order 
free from all risks of error* and omissions 
The act of checking the despatch of order or 
{Kicking of t,ood* becomes a matter of easi 
completion both to the bujer and seller An 
easj reference to the good* ordered or de« 
patched is also afforded b\ this s\ stem 
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DESCRIPTION OT GOODS 

The order letter should be explicit about 
the goods required It is better to write a few 
words more than a few words less than those 
actually wanted to make the letter fully intelli 
gible Give a clear description of goods you 
need, state the quantity, size, style, price, etc 
*n the very words of the seller Your interests 
will then not only be fully safeguarded 
inasmuch as jou can complain if the goods are 
not up to description and can legall) claim 
replacement of the order or refund of the 
value money but also the terms would be 
advantageous to the selling part), as no possi 
biht) of misdelivery here exists and the 
orders may be complied with w ithout consult 
ing catalogues or previous communications 
To eliminate probable sources of mistakes, the 
page of catalogue dwelling on the article or 
containing an illustration of the article is 
sometimes enclosed m the letter 

METHOD AND DATE OF DELIVERY 

Too much cannot lie said concerning the 
caution to be exercised to make this point quite 
clear and complete If )ou are sorel) in need 
of >our articles, instruct the firm with whom 
you place your order to carrj this out b> such 
and such date If the article will be of no use 
to >ou if it is received later, speak this out 
and write that the order is subject to can 
cellation provided the goods art not received 
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by that time The method oi booking or ship- 
ment may also be specified, for instance, you 
should intimate that the parcel is to be sent 
by mail, by \ P P , by rail, by parcel post, 
by special messenger, or any thing of the kind 
It the order is to be sent by rail give the 
name of the nearest railway station and if b> 
steamer, give the name of the nearest steamer 
ghat, and so on 

This statement would prove equally help- 
iul to the customer and seller The seller is 
spared the trouble of ascertaining the best w ay 
of transit while the buyer feels that his 
instructions are being lollowed to the letter 

REMITTANCES OR ENCLOSURES 

A model letter would also allow a few 
words on the manner in which the monetary 
transaction would be done If \ou enclose 
any cheque, draft, promissory notes, have it 
mentioned in the bod} of the letter 

MISCELLANEOUS 

If the destination where the goods are to 
be despatched be otherwise than that appear- 
ing on the letter head, clearly advise where the 
goods are to be sent and furnish also the new 
address 

Duplicate orders are often to be sent 
when any unnecessary delay occurs m the safe 
arrival of goods In such cases repeat your 
previous letter instead of writing to serve the 
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order of such and such date The importance 
of this procedure would he evident to jou 
when it is taken into account that the first 
letter might have been lost in transit Of 
course the whole matter should he laid hare to 
the part} 

In case of re orders also repeat ><jui 
order An illustration covering all the points 
enumerated folows — 

Illustration No 88 

On 26th March I sent you an order for the 
undermentioned goods to be forwarded by mad, but 
I regret to say that the articles have not reached me 
yet That goods ordered for were — 

We give below an example which may he 
accepted as a dejiendable model for order 
letters 

Illustration No 89 
Order No — G24 
Gentlemen, 

We have duly received your circular of the 4th 
instant with samples and price list We like th 
samples sent and therefore enclose a trial order as 
follows — 

6 pieces Tussor No 029 at Re 1 14 per yd 

12 pieces Mercerised Suiting No 050 at Re 
1-4 per yard 

9 pieces Silk Tussor No 007 at Rs 2 per yard. 

Kindly supply this merchandise vw E I R, to 
Calcutta City Booking Office on or before Apnl 2 
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and send the R R bv V P P We are enclosing 
a cheque for Rs 20 as advance 

Ycuts , 

To mintmi«c the ta«k an Order Blank 
ma\ be substituted 

Illustration No 90 

ORDER BLANK. 

BLANK A CO 
Allahabad. 

Date 

Remittance 


Order No 

Name 

Address 

Date of execution 
Route 


1 

G"*’* 


Prce. 





— 



, 


1 


General Remarks 

Signature 


ANSWERS TO ORDER. LETTERS. 

PROMPTNESS IN REPLY. 

In the building up of business nothing is 
more important than promptness in replying 
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all orders The evils of dilatonness in this 
instance need not he brought home to the 
business men Business etiquette *iI*-o demands 
that no letter should go unanswered even if 
one enquires in a line you never represent 
The buyers are eager to know the fate of their 
letters and expect to get an earl) intimation 
of what action is being taken to carry out their 
orders 


SIMPLE ACKNOWLEDGMENT 

The first dut> on the receipt of an order 
letter is to acknowledge it mentioning the date 
and reference number of the letter received 
The order is sometimes repeated In pissing 
write that the order is engaging vour best 
attention and will be executed at the earliest 
possible date 

Printed letters with spaces left for fillm„ 
up dates subject matter etc art mailed to the 
prospective customers as acknowledgment 
These should be drafted with care and stm 
pltcity to cover a great number of cases A 
general form like this maj be used — 

Illustration No 91 
Dear Sir 

We acknowledge with thanks your order of 
March 21 1935 for 3D0 dozen pair of stockings 
per size and numbers quoted from our catalogue 
of January 1935 



FORM OR ROUTINE LETTER* 73 

The order is receiving our attention and will 
be complied with in a week. 

We assure you of our appreciation of vour 
valuable trad" 

Yours faithfulh 

Notice of shipment or transport mat he 
sent later on 


DATE OF DELIVERY. 

If you are positive on sending the good', 
on such and such day, inform the buyer to 
that effect In short enlighten the buyer on 
the earning out of the order as much as you 
can. 

If vour stocks ha\e run low or you have 
oversold yourseli and some delay is inevitable 
m complying with the order, speak this out 
unresen edlv to your customer and also tell 
him positivelv on which day he may expect the 
goods This practice would help to presene 
the mutual co-operation and good wilt 

FAILURE TO SUPPLY 

Occasions would an e when the selling 
firm would not be in a position to cam out 
an order at all or m full In such cases write 
expressing \ our regret for failing to carry out 
the order If the order can be filled only in 
part, inform the buyer which of the items you 
are unable to supply and thui allow him lull 
freedom to purchase from any other source- 
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without any delay and consequent loss and m 
convenience to him«elf. 

ERRORS IN ORDER LETTERS 

While replying the order letter one should 
point out with due courtesy any error which 
might have crept in regarding enumeration of 
figures denoting quality, price, etc and hint at 
what the correct thing would be It is better 
to wait for confirmation or re assertion from 
the customer But if the error be of minor 
importance and too evident to be nnsinter 
preted, the order may be executed after 
necessary correction Even then bring to the 
notice of the partv the anomalies in the order 
letter and how thev have been rectified and the 
order served without delav to save his mcon 
vemence \ request ma> also be made to this 
effect that if the procedure is not satisfactory 
to the buyer the merchandise tnay be returned 
to him at his expense The under mentioned 
letter may serve as a typical example of the 
foregoing — 

Illustration No 92 
Dear Si-s, 

We have your Od'r No 1143/A of April 15, 
for 200 pieces of chintz Styles No C/36 C/40 
and B/24 are being forwarded to-day in quantities 
as you desire We have however no No B/36with 
width of 72 ins as this is not made in larger widtn 
than 56 ins. 
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We a e sending with other merchandise 25 
pieces of sf/36 with width of 72 inches as quoted 
in our previous catalogue. If this style is not whit 
you wish, you may return it at our expense and w* 
will either substitute another mod'l or credit you 
with amount of sale 

We trust this arrangement will be found satis- 
factory 

The invoice accompan.es the lette- from whicn 
we have deducted the sum of Rupees Two hundred 
and fifty which we received in checue along with 
the order 

Assuring you of our best service and awaiting 
veur further commands 

Cordially yours 


THE FORK. 

Thus we find that in answering order 
letter*: it ic the general practice even among 
the master letter writers to follow the general 
schedule a!read\ referred to in this booh 
namely — 

( 1 ) Acknow ledgment of order 

(2) Restatement of the items 

(3) Information regarding execution 
and transport 

(4) General remark, if am 

(5) Formal thanks 

A formal Transport (Rail or Shipping) 
Notice to inform the customer of the date and 
rate of transportation may be drafted as 
follows — 


MEB. 6 
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Illustration No 93 

SILK MANUFACTURING CO , 

Ludhiana 

Date of order Your Order No 

Date received Our Order No 


Remittance 

Execution. 


Quant cy ordered 1 Quantity luppt <d 

| Drier ption ; 

Price 



1 — f ' 

1 1 

Route of Transport 

General Remark 

Signature 


REMITTANCES 



If any cheque, bank note, bill or draft or 
in short if remittances in any form accompany 
the order letter, acknowledge the receipt of the 
same while replying the letter 

MODE or ADAPT INO 

The mode of couching the letter should 
be varied according to circumstances A 
letter to a businessman may contain technical 
terms and phrases which are quickly in 
telligible to him, but letters to private indi 
viduals should be more explicit with as few 
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technical terms as compatible w ith the purpose 
ot the letter The tone of writing needs be 
adapted to make it quite convincing and 
agreeable to the bm er 

CLOSURE 

Tinallv the letter should clo^e with a 
courteous phrase or sentence stating that his 
commands would meet with earl} compliance 
or utmost care or a request for e\tension of 
his patronage and so on Specially a new 
customer should be accorded a heart} wel 
come and informed that his further orders 
will receive the greatest of attention and will 
be executed* w ith gladness and promptitude 
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ENQUIRY LETTERS AND THEIR ANSWERS 
PURPOSE THESE SERVE 

TN business correspondence enquiry letters 
A and their replies plaj an important part 
and require careful attention in their disposal 
These are preliminary steps to order letters 
but still in scope they stand as a separate class 
inasmuch as these merelj ash for definite in 
formation on some particular subject 

For proper conduct of business a large 
volume of correspondence is maintained b> 
ever) business house in the shape of enqmrv 
letters Whenever one offers or may possihly 
offer anything for sale which interests >ou 
you have to make several enquiries regarding 
price description uses etc, before )ou tmhc 
the actual purchase 

When >ou are in a critical position and 
are intent upon making a new departure from 
jour customarj practice or are opening up 
new lines whose utility you are rather dubious 
of, jou have to «eek the opinion of experts in 
the line or of those whose advice counts much 
in such affairs When jou are sadlj in need 
of certain information regarding articles jou 
are interested m jou have to write to parties 
best equipped to help jou in such matters 
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\\ hen one partj a ks certain commodities 
<n credit jou have to ascertain his hnanual 
and business status Irom reierences he may 
give jou and troni other sources as well 
There are thousand and one rea ons why 
enquirj letters ab orb such a big hare in our 
dad} routine correspondence 

\nswers to such enquiries also make up 
a large bulk ot correspondence Replies as to 
prices, description*. etc, are to be made with 
care and accurac) The replies above all. 
•'hould be all to the point and terse, cona e and 
at the «ame time intelligible 

CLASSITICATIOV 

«. To studj the procedure ot preparing 
enquiry letters it will be ot much laalitj to 
hav e them classified and di«cu«s them one at a 
time The tollowmg are the mam dashes into 
which the subject may be «uitabl> sub 
divided — 

1 Letters of enquiry beiore the actual 
purchase takes place 

2 Letters asking certain favours 

3 Enquiries a«king individual opinion 
Letters soViatmg recommendations 

5 Letters asking for references 

6 Letters requesting information 

7 Letters applying for position 

Before jou «end enquirv letters for mfor 

mation it is ahvajs good to follow the prin 
cipte of giving no trouble to anv person for 



MAIL ORDER LETTLPS AND METHODS 


information jou can j ourself collect with a 
little trouble ho enqiuiy also should be made 
regarding subjects already known to jou As 
few questions as possible should be asked A 
note of thanks on the receipt of the desired 
information should alwajs be sent A self 
addressed and stamped envelope or postage 
stamp should be enclosed in jour letter of 
enquirj 


LETTERS LEADINC TO PURCHASES 

These generally refer to request for cata 
logues prices booklets circulars or samples 
and for an> particular information prelum 
narj to the f urchase contemplated 

Purchases however in the general sense 
of the word not only include the buying of 
commodities but also of services etc In 
asking for particulars the letter should be as 
short as possible and to the point laying special 
stress on the details jou are specially in need 
of The points to be kept in view in such 
letters are (1) Mentioning the source where 
you get the address from (2) Definite state 
ment of your enquiry and (3) Exact enumcra 
tion of the information jou want 

The following letter of enquirj maj serve 
as a model — • 

Illustration No 94 

Your name has been handed over to us by 
one of our friends as manufacturers of automate 
looms 
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I shall be glad to learn from you the following 
particulars regarding it — 

1 The maximum breadth of doth it weaves. 
2. The average output per hour 
3 Its price and any special features. 

In anticipation of an early reply 
In rephmg to the enquirv of a pro=pec 
ti\c purchaser send jour price list catalogue, 
circular, etc, if possible Some parties make 
it a point to *end order blank 1 : Sometimes 
personal replies are wanted Aluavs trj to 
give the information about the goods but the 
technique of writing too much of the advan 
tages derivable b> the bu\er is to be dis 
counged In short, render genuine «emce 
b\ offering clear, courteous and prompt replj 
For example the replj of the abo\e 
cnquirv ma\ be put thus — 

Illustration No 95 

* I take great pleasure m sending you a cata 
logue of various types of looms we manufacture m 
reply to your esteemed enquiry of the instant. 
AH the particulars you want are embodied in tb- 
catalogue. I would, however, like to draw your 
pameubfr attention to para No 9 of the catalogue 
wherein the special improvement in the manufacture 
of our looms has been dealt with. 

I also invite you anv day you like in our factory 
to see the working of the looms and the quality of 
doth woven. 

Awaitmg your further commands.’ 
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LETTERS ASKING TAVOURS, ETC 

In writing letters asking certain favours 
or individual opinion, or information, begin 
with a polite introduction Follow this up 
with the statement of jour request and expla- 
nation of jour reason for asking When 
possible, show jour willingness to reciprocate 
and hnallj offer heartj thanks lor the trouble 
involved Details of the head on which 
particular information is wanted should also 
be embodied in the letter to facilitate the 
replj To sav e time the questions maj be put 
in tabular form leaving space for the writer 
to fill in the replies An illu5trat on follows — 

Illustration No 96 

‘From your advertisement in the “Industry * 
of Calcutta I see that you manufacture various sorts 
of machines Will you landJy fill up the accom 
panying list and supply me the information as early 
as possible 5 The information, I may be permitted 
to point out, rs required for the compilation of a 
Directory of indigenous products of India — whim 
by the bye is of prime importance for the expan 
sion of trade and commerce of the country 

The insertion of your name will involve you 
no charges unless you want to tell your story in die 
Advertisement Columns, the rates for which are put 
in the Advertisement Schedule 

Thanking you heartily in advance for you' 
kindness, believe me, 


Sincerely yours,’ 
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The replies should be clear and concise 
Give reierences to book.', catalogue', pamph 
lets to simplif\ the answers \U miormation 
supplied should above all be accurate and 
prompt 


LETTERS FOR REC01£I£E-VDATI0\S. 

The recommendations ma\ be a^ked tor 
service, for credit or merchandi'e or trom 
school, bank, etc In the writing ol all such 
letters, let jour enquiries be ter=e and to the 
point and lollow the general head 0\ er and 
abo\e that, promi'C that the miormation will 
be accepted in confidence The lollow ing is a 
common form issued b> a partj asking lor 
recommendation of an applicant foT service — 

Illustrator! No 97 

‘ Will you please gt\e us such mfoTnaticn a< 
you have on file regarding M- an oM 

employee in you- firm. He trapes to serve wilt 
us and has given ) our name as his reference 

The information Kill, of course, be kept 
confdennaL Thanking you for the courtesy, 
You*s faithfull),’ 
LETTERS rOR P EFERES CES. 

Letters are sometimes to be written to 
parties to give references m their files regard 
mg jour«elf when another has occasion to 
enquire regarding you In drafting cuch 
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letters the following points should be kept in 
view — 

State the nature of jour request 
Co2~’***l^anie the firm for which the refer 
' ~ is wanted 

3 ^ajure of jour connection with the 
9 } w date, duration, etc 

>7*4 _iPnanks f or f av our. 
w— 'Tfie tone maj, however, be modified if 
jou are well acquainted with the person whom 
you approach In that case jou may dilate 
upon the facts concerning the position j ou are 
seeking and also bring personal touches in 
your letter 

Below is a letter illustrating the above 
points — 


Illustration No 98 

‘I am seeling a position as an assistant 
accountant with the Bank and should 

like to give your name as a reference 

I held the position of an assistant accountant 
temporarily for about 9 months in your office in 
1959 during the absence of Mr 

As my duties there will be similar iri all 
respects to the work I performed in your office a 
recommendation from you will be of great help 
me 

Thanking you in anticipation of your kindness, 


APPLYING TOR EMPLOYMENT 

These letters require the greatest care in. 
their composition Tfie first rule to follow in 
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the writing of an application for a position is 
to judge what the emplojer wants It is 
unwise to dwell upon jour attainments and 
doings if these have got no direct bearing on 
the \acancj In answering advertisements 
follow the instruction 'gi\ en and answ er in the 
right line as wanted b> the advertiser 

The first thing essential is to arouse the 
reader s interests speciallj if the application is 
unsolicited Secondlj, get into personal touch 
with the reader A mention maj be made how 
jou came to know of the vacancj , if from anj 
advertisement mention date, newspaper, box 
number, etc 

The third point to w rite upon is the consi 
deration of the reader’s needs Bj this it is 
meant the applicant should conv ince the reader 
that the writer is not a iob hunter hankering 
after anj sort of post 

Next should come in what is commonlj 
known as argument, wherein the applicant 
should state in plain language his qualifica 
tions, education experiences etc , and anj 
particular information that is likelj to go in 
his f av our during the selection 

Fmallj, to persuade the reader of jour 
qualification to fill up the vacancj j ou maj put 
the names of firms where jou served or give 
good references Your personal liking for the 
emploj er’s business maj also be pointed out or 
you maj give address where the reader maj 
find jou for immediate interview 
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Note the development of the abo\e points 
m the following letter — 

Illustration No 99 

' I read your advertisement for a correspon 
dent in this morning’s paper I have had unusual 
experience in this work and believe I can fulfil yout 
requirements to the letter 

You, of course, want your general correspon 
dence and sales letters written in forceful, clear cut 
style that gets result 

You want then to bring more enquiries, ordeis 
or remittances 

You don’t want them wordy or ambiguou> 
You want them to be direct and to the point 
to get your story across — to make up the other 
man’s mnd to bring back something 

I feel I know my work, and, what is more 
like to write letters more than anything else 

We can discuss the salary after I know mon. 
fully your requirements My address m Calcutta 
is given at the top 

I am waiting for your call ’ 

The application letters, in response to 
advertisements, should answer all the require 
ments mentioned in the advertisement Let 
it not be too round about and discoursive in 
style and too given to personal history that has 
no bearing on the matter in hand By making 
these matters so prominent the writer lays 
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himself open to an accusation of conceit and 
‘cocksurene^s that are rather undesirable 
The following letter, clear concise and 
business like is sure of consideration The 
advertiser wanted a young man — well edueat 
ed original for writing mail order literature 
The applicant is to ctate age, experience and 
salan to ‘'tart 

Illustration No 100 

* My quaLficat-ons for the position advertis'd 
are as follow — 

As- — 25 unmamcd. 

Edccation Passed the B A. Examination 
of the University in 1933 

Expenen-e Reta.1 S-Jesman for 
&. Co 1934-36 l 

Wholesale Salesman with the same firm 
1936-39 

Advertisement writer for 
Calcutta 1939-40 

Advertisement writer for 
Bombay 1940 to present tune 
employed by them 

Salary expected to start Rs. 
month 

Mv desire to leave my present position is du 
to the fact that I believe I can do better work Lv 
devoting my energy to one line of advertisem'n 
writing instead of being obLged to handle mar.v 
different propositions. My present employers 
know of my desire to get into mail ord'r work and 


fi. Co 

&. Co 
and sti I 

per 
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will be glad to answer any enquiries regarding my 
ability 

I left my previous employers of my own 
accord I have general letters of recommendation 
from both firms, one of which credits me with 
much originality 

While I am willing to start at Rs per 

month, I understand that I should expect something 
better as soon as I prove my worth 

If you will kindly grant me a personal 
interview, and allow me to show you some sample! 
of my work, I believe I can convince you of my 
ability to meet your requirements 

Respectfully yours,” 

In applying for a position at the sugges 
tion of a friend or acquaintance of the pros 
pecttve employer the opening paragraph may 
be modelled thus — 

Illustration No 101 

“Mr of informs me that 

you are in immediate need of a safes-manager and 
has advised me to apply for the position. 

In applying for a position with a firm 
which may possibly require your services, 
begin as follows — 

Illustration No 102 

“ In case you have need of another correspon 
dence clerk, either now or in immediate future, will 
you kindly consider my abilities to meet your 
requirements 9 ' 
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LETTERS OF INTRODUCTION 

Letters of introduction tall al«o under 
f the category of letters of miormation The 
«:t>le should be a happy admixture ot business 
and 'social correspondence In i\ nting a letter 
of introduction make a formal mention ot the 
person introduced and then explain the object 
of ^uch introduction and finally recommend 
the person for interest, assistance or courteous 
attention Here is a typical example of an 
effective letter of introduction — 

Illustration No 103 

‘ This is to introduce Mr a member 

of the physical staff of my college 

Mr is making a thorough s udy 

of the science of astronomy and desires to have 
a free use of your obs*rvatory for a day or two 
with reference to the researches he is making witb 
respect to certain stars. 

You may remember my having mentioned 
Mr during my stay at Calcutta and 

speaking of his admiration for your observatory . 
now the best equipped in India 

Any courtesy you can show Mr will be 

regarded as a personal favour to me 

Cordially yours ” 
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COMPLAINT LETTERS & THEIR 
ADJUSTMENT 

NEED TOR COMPLAINTS 

TVTODERN business methods have greatl) 
minimised the chances of mistakes in the 
conduct of business but still it is not uncom 
mon that complaints of commissions and 
omissions are received in all business houses 
even of the best t)pe> This gives rise to 
occasions of adjusting the complaint letters 
Again in its turn cvcrj business house has to 
send complaint letters for redress of its 
grievances 

PRINCIPLES TO BE TOLLOWED 

Both the complaint letters and their 
adjustment especiallj the latter arc to he 
-drafted with extreme care A clear indignant 
tone is dominant in the complaint letters of 
«ome parties but such except under special 
circumstances should not be allowed to go 
umnterfered A business letter under no 
circumstances should shake off the semblance 
of courte-.) and give vent to outbursts of 
temper 

Before instituting a complaint all possible 
enquiries should be made to make sure that the 
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cause of complaint doe* not proceed from >our 
faultv correspondence or otherwise It has 
been found that causes of grievances often 
an«e from misunderstanding ol the terms 
stated in the letter and an exchange of letters 
ma\ bring the matter to an amicable settle 
ment La) bare >our grievances one b) one 
and in the best ol temper No one desires to 
lo^e a customer, much less to earn a bad reputa 
tion The other part) to which the complaint 
is made mav be quite unaware ol the mistake 
and would eagerlv redress >our complaints 

“To err is human”, this golden proverb 
at least should make us lenient towards other’« 
drawbacks because, as*the proverb teaches 
with the best intention we can offer causes of 
complaints to others who also mav have 
grudges against us It is wisest, however, in 
all matters that justifv a complaint, to give the 
offending partv immediate notice of the fact 
and to reserve judgment on him .until he can 
explain his side of the question 

Complaint letters should be tempered with 
moderation and evince a tone that the com 
plamant is convinced that the partv on the 
other side is read) to meet him half wa) 
Another important factor m the writing out of 
complaint letters is the ob>ervance of prompt 
ness Lodge vour complaint as «=oon as vou 
detect the flaw An old complaint is not 
effective in all cases, <ome business houses 
MEIL 7 
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have a time limit within which claims for 
adjustment are allowed 

GROUNDS OF COMPLAINT 

The causes which impel complaint letters 
aie varied in nature These may be at work 
singly or conjointly The most important 
of them are — 


(1) The quantity of goods received may 
fall short of the quantity ordered or advised 
in the invoice 

(2) Goods not ordered may be w rongfully 
delivered or wrong goods may be despatched 
instead of those wanted 

(3) An unusual delay may occur in the 
carrying out of the order, or the articles may 
not reach the buyer even though the invoice, 
etc may be to hand 

(4) Quantity of goods may exceed the 
quantity ordered 

(5) Quality of the commodities may not 
be up to the standard 

(6) Goods may be received in a maimed 
and mutilated condition Articles may be 


badly damaged or broken ^ 

(7) Goods received may not^ree wit 
the description given by the seller 


(8) Goods may be defective in their very 


character, e g , books may be worm eaten or 


pages may be missing, textiles may be soiled 
with oil, or grease or split m the middle, parts 
of the machine may be missing 
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(9) \\ rong address ma> be put on 
parcels 

(10) The charges made ma\ be more 
than reasonable or more than catalogue price 

The causes can be multiplied w tthout 
number but the above are of the mo=t irequent 
occurrences 


TEE POINTS 

In drafting complaint letters the under 
mentioned points should be clearlv kept m 
view and expressed in a distinct manner — 

( 1 ) The first point is to giv e reterence ot 
date and number of jour order letter The 
name of the article and the quantity ordered 
ma> be mentioned, if necessary 

(2) The difficulty jou now experience 
in connection with the order ma> then be 
stated 

(3) The next point which would follow 
logicallv is what sort of measures or adju t 
mentvounow propose 

(4) Finallj clo'e the letter with due 
w ords of courtesj 

In cases of non deliver} ot good unless 
an acknowledgment of the order has already 
been received it is alwajs advisable to send a 
duplicate copj of the order, so that this may 
be complied with immediate]} if the former 
one were lost somehow 

The development of the above points i> 
illustrated in the following letters — 
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Illustration No 104 

“On Apnl 29 I sent you order No 856 for 
24 dozen of gtass globes of 12 inches diameter 

I received your invoice and despatch notice 
from which I learned that the goods were forwarded 
on the 5th May It is the end of May and th 
merchandise has not arrived. 

As I am now completely out of the stock 
ordered, this delay is causing me serious loss ot 
business Will you Icindly verify shipment and 
send traces if the goods are en route ? 

I shall be truly grateful if you will give this 
matter your earnest and proper attention " 

Here is another which Hants replace 
ment for damaged goods supplied — 

Illustration No 105 

“Our order No 865 for 24 doz of glass 
globes, shipped May 5, reaches us to-day 

We find on examination that 1 doz of the 
globes of style II are badly cracked and out t, 
unsaleable It is doubtless this escaped vout 
attention in packing 

We are returning these globes with the request 
that you will replace them with fresh stock. As 
our orders cannot be served without these, we shaft 
ask you to burry them along as quickly as possible 

Wg shall be grateful if you give this matt*' 
immediate attention” 

We gne belou another model complaint 
letter which states that the orders supplied do 
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not talh with the de cnption presented b\ the 
«eller — • 

Illustration ho 106 

Your shipment of 24 doz. glass globes in 
pursuance to our order Np 865, forwarded by jou 
on May 5 has just reached us. 

We find these globes are not up to ) our usual 
standard of quality These do not tally with your 
description stated in your catalogue of 1940 
These are not of h~rd transparent glass without ana 
flaw as we expected them to be. 

These being not the class o c goods our 
customers want, we are accordingly returning them. 
We trust that you will be able to exchange them 
for better merchandise more hhe that you shipped 
us in February last. If vou cannot at present 
supply us with hig^ grace goods please credit out 
account with the amount of this item. 

It is with reluctance that we make this 
complaint, for we appreciate the satisfactory service 
)ou have always given us in the past. 

AD JUSTICE NT 

II the complaint letters require cool judg 
ment their adjustment demands o\er and 
abo\e that tact A complaint which is 
handled promptly and tactfully is already half 
adjusted no matters how serious the difference 
may appear 

Complaints recened ma\ be clashed under 
two main groups those from indu tduals and 
tbo«e from business firms Different modes 



I0< 


MAIL OPDEP LFTTE.US AND METHODS 


of procedure arc to be adopted in handling 
these two sorts of letters Individuals are apt 
to believe that theirs were the only orders that 
the other part) had to fulfil and consequent!) 
are liable to show more anger for an) ground 
of grievance than zfny business house Their 
letters should be attended to vv ith gieatest care 
and promptness Even the) may be allowed 
to be a bit dictatorial in the adjustment 

The first essential in handling complaint 
letters is promptness in repl) This shows the 
complainant that the other part) means well 
and he rests assured that his grievances will 
meet due attention from him If the enqmr) 
will take some tune acknow ledge the letter and 
promise proper investigations I- or enquiry 
look up care full) the orders and read the letter 
of complaint Trace out who is responsible 
see whether it is you or the customer or the 
transport agent I* at fault before you attemot 
to explain the cause of the complaint 

If enquiries reveal a mistake on >our part 
do not tr) to shake it off your shoulders The 
better course is of course to apologise for the 
mistake and write at once to the other party 
expressing vour extreme regret for an) cause 
of complaint, and proposing the adjustment 
now possible In )Our letter gne expression 
to a tone that )ou are ever read) to redress 
the grievance and the care )OU always exer 
cise in despatching your goods 
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In acknowledging the complaint letters, a 
form like the following ma\ be emplcned to 
co\ er all classes of complaints lodged — 

Illustration No 107 

“Your letter of has reacted us. 

We dunk you for calling prompt attention to 
the difficult* We are making an immediate 
investigation. You may expect to hear from us 
within a few days. 

Yours very truly.*" 

The following is a letter of regret for 
■dein er* of damaged goods . 

Illustration No 10S 

“I regret very much to read the contents of 
your letter of the mstant regarding 

the delivery of damaged goods. 

I am extremely sorry that you have been 
inconvenienced by such delivery I wonder how it 
could escape our checker s attention, as it is hs 
duty to inspect all the goods before they are 
finally packed. I would now enjoin upon him to 
exerase greater care that the same mistake does 
not te-ocnir 

I would ask you to send bade the goods a* 
our expense when these w31 be promptly replaced 
bv fresh stock. 

Agam regretting fo- the trouble to which you 
were put and hoping to be favoured with your 
patronage ever onwards.’’ 
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If the complaint is due to delay m delivery 
of goods, and if enquiry shows that the trans 
port company is to blame, you may write 
thus — 


Illustration No 109 

* We regret that your order No 658(23 for 
360 tons of wheat has not reached yoa yet Th* 
merchandise was booked w th Steamer 
Co on the date on which we d-spatched the invoice 
to you We are sending enquiries to the transport 
company and if the goods a-e not located within 
a few days we will duplicate the order, asking you 
to return the original shipment, when it arrives 

We are extremely sorry that >ou have been 
inconvenienced and will do our best to hurry the 
goods on ” 

If from your enquiries it appears that 
neither you nor the transport agent is at fault 
but it was due to some mistake on tbc pan m 
the complainant in wnting out the order or 
in quoting figures then also he should be 
written to with due courtesy It should 
however be pointed out that you followed his 
instructions to the letter and finally propose 
some way of adjustment so that neither party 
suffers The undermentioned letter will illus- 
trate our point • 

Illustration No 110 

“ In your order of tfe 6th instant you asked us 
to send 90 gross but you write in your to-day's letter 
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that you ordered fer only 60 gross. It may be 
cLie to a mistake of typing the order letter and 
though we ate not in any way responsible, I am 
sorry, that you have been inconvenienced owing to 
th^ , 

You may, however, return the extra goods, 
freight and charges prepaid when we wdl credit the 
value of goods returned to your account. 

We believe this arrangement will satisfy you ^ 
It lb never advisable to leave jour custo- 
mer m a state of anger. The moment jou do 
so, he ceases to be a customer. Make jour 
reply so dear, tactful, sane and just that his 
goodwill is assured Here are two excellent 
adjustment letters. 

Illustration No 111 
Dear Sir: 

Thank you fo* - informing us promptly of the 
difficulty with the talking machine supplied to you 
last Saturday. 

The instrument was inspected carefully before 
leaving the shop, and its mechanism was in perfect 
condition. 

Therefore we feel certain the difficulty is not 
senous, and suggest that you defer returning the 
machine until our representative* has examined it. 

Our M-. Gupta will call on. Thuhdiy for that 
purpose. Some slight adjustment is probably all 
that is required.* 

However, should anvthmg senous be the 
matter,' cr after cur represen ta n ve ’s visit should yore 
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still desite to change the instrument, ve will gladly 
send you another of the same model. 

Feel assured that we want you to be satisfied 
with your purchase in every particular 

Illiuiralton Vo 112 
Dear S r* 

Vour complaint of Ma r ch 25, concerning order 
No 269 G, for 500 rubber bags has been carefully 
investigated 

We quote you from your order of March 18 
“ Please send 500 Yellow rubber bags, No 64D, 
at Re 1 each". 

Your letter to-day states that you ordered 
No 510X, White Bags with Yel'ow Rims at 
As. 12 each 

As this was not an entry error on our part 
as you thought, we know you will readily see why 
-we canrot make the change at our own expense as 
you requested 

You may, however, return the bags, freight 
prepaid, when we will immediately despatch the 
500 No 51 OX and credit the balance to your 
account 

Thus studying these letters of adjustments 
t\e find they cpver the following points which 
we must not miss in drafting adjustment 
letters . — 

(1) Apology for the inconvenience 

(2) Records of the case 

(3) Investigation and us result 
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(4) Assurance of adjustment 

(0) bympathj in the trouble 

The following mistakes are to be carefully 
avoided — 

(1) A hast\ denial before the fact-* 
of the case are clearlj understood 

(2) Shirking the blame that should be 
acknowledged 

(3) Accepting the words of a dishonest 
claimant 

(4) Failure to pacifj the customer or 
make clear jour intention 

Remember abo\e all, that as complaints 
arise from hundreds of different causes, no 
stereotyped forms can be used in all Each 
individual letter must be dealt with specialty 
and must receive individual attention Classi 
bed paragraphs thoughtfully worded maj, 
however be slipped into adiustment letters 
with good profit 
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BUILDING GOODWILL THROUGH 
ROUTINE LETTERS 

EFFICIENCY OF ROUTINE LETTERS 
T^HE three groups of routine letters have 
been described in detail in the preceding 
three chapters The very word “routine” 
does not induce any inspiration m the reader’s 
mind Although we have shown how these 
letters can be written better than what is 
usually the vogue in offices, man) of our 

executives managers and business letter 

writers — are apt to overlook the immense 
possibilities of these letters towards building 
goodwill of the firm We arc generally in the 
habit of dashing off these letters hastily using 
old decrepit words uninspiring, hackne>ed 
phrases, stale matter of fact ideas that pop 
into our minds, although we devote hours in 
composing sales letters This chapter is 
intended to draw particular attention of all 
writers of letters in business firms how new 
business can be attracted by these letters 

SALES-PROMOTING IDEAS IN ROUTINE LETTERS 

The idea is that an ordinar) routine 
letter is an answer to a letter asking 
for specific information As such it is usually 
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thought that the recipient of the letter is more 
mterested in the information than gathering 
anything about the hrm sending out the letter 
It does not occur to the writer that even with 
the desired mlormation a sale promoting idea 
can be imparted 

We give «ome instances A hrm receiv 
ed a letter of enqmrv ashing for quotations for 
certain products which it is not equipped to 
make The u^ual replv would have been 
a bnet hacknev ed letter informing the enquirer 
that he could not be accommodated with The 
firm however visualised a possible for 
tune and fashion the replv as below — 

Illustrattor Ao 113 

Think you for your letter of 

Mjch to our regret t will not be possible to 

quote you a price for like your sample whien 

we are cot equipped to mate. 

Do not please infer from this that we do no 
make special -rticlcs. We do then but in dll', 
particular case the small order will not allow us to 
absorb the cost of re-budcLng a machine for making 
the article of your purpose 

It is p*obable that you will need other special 
articles from time to time. If so, we bop* you will 
remember us undoubtedly — we can get together on* 
of these days to our mutual satisfaction. 

The result bv the vvaj, was worthwhile 
> For. subsequently quotation for another 
'peciahtv wa« a^hed and an order placed 
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Here is another instance The sales 
manager of a firm issued a booklet and a 
gentleman not in the line hearing of this from 
a friend wrote . 

Illustration No 114 

‘ I am wondering if it would be convenient for 
you to send me a copy of your booklet 9 
A fnend of mine tells me it contains a wealth of 
helpful information And although not in the line 
I will appreciate it a Jot if you will send me a copy 

FAVOURABLE IKPRESSIOY 

The sales manager might have sent a 
usual type of routine letter, considering 
nothing could be gained from one not m the 
line But he seized this opportunity to make a 
favourable impression upon the gentleman 
who might be a prospect for some of the pre- 
ducts of the firm and he wrote — 

Illustration No 115 

“ Would it be convenient for me to send you a 
copy of 9 Not only is it convenient, but u j 
a real pleasure I sincerely hope that you will find 
it as helpful as your fnend says it is i 

Don’t hesitate to call upon me if you believe I 
can be of any other service to you at any time ” 

SPIRIT Or REAL SERVICE 

There is a spirit of real service breathing 
through the letter. How different is Jt from 
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a plain routine letter which take*- pleasure in. 
^ending vou herewith 

Another instance is given here when a 
«tore keeper tndmg certain commochtv oi 
which an orler had already been forwarded 
and in which a luture date oi delivery was 
'peahed was dangerously low, promptly 
wired the manniacturer to accommodate at 
once. Here is the fnendlv replv he received — 

Illustration No 1 16 

Ycur approbated telegram armed half an hour 
ago The mar-ent it landed cn my desk. I hastened 
to the stock room and stayed right there until a 
consignment. 

You ought to recurve it tms week end at the 
very latest. Qad indeed to have this opportunity 
to co-operate with you. 

cavnumrcE wnnicic letter. 

Here is a complaint letter irom a custo 
raer to whom a firm had booked «ome goods 
by -Parcel’ whereas the irder specified de= 
patch bv Good» ” It was a mistake and could 
be adjusted bv an ordinary routine letter offer- 
ing a credit note of the difference of freight. 
Eut the letter received read« thus — 

IUustrafan ho 117 

It was certainly a hud mistake cn cur part m 
hocking the gccds cn ycur order No 190 fcy 
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‘ Parcel’ when your c«dec plainly specified by 
“Goods ’ 

How this m take occurred is a mystery You 
may depend upon us to do our best not to make a 
similar mistake henceforth. 

It is our hope that ti e attached credit memo 
representing the difference between the charges will 
satisfy /ou Even though we bungle occasionally 
we try hard to make th- kind of amends that please 
our customers 

Every businessman who is not confined to 
his shop window altogether is aware of the 
fact what a large percentage of business is 
transacted by mail This is done mostly by 
routine letters which thus offer unlimited 
possibilities for building up goodwill and in 
many cases for creating e\tra sales It pays 
to take as much pains even with routine letters 
as with any other kind 
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CHAPTER I 


MAIL ORDER BUSIN'ESS 

WHAT IT IS. 

TS7H AT is Mail Order Business ? — Man} of 
* * the readers will be curious to know this 
noiel method of selling, mam others will he 
attracted to it b} the widelj told s tf )r y 
of its profit-earning possibilities Es entiahy 
it is the business secured through po=t a°d 
executed by post without mtenention of p er 
^onal salesman hip or solicitation. 

SELECTION- O- ARTICLES TO SELL. 

The success ot the Mail Order Busmens 
depends upon the election of suitable articles 
of sale and the proper exercise of a higher 
order ot salesmanship through wntten or 
printed sheets The pnnaple is that the nth 
vidual customer must be convinced that the 
mail order man can sen. e him better than the 
‘hops that compete with him in e\erj street 
Disadvantages to the mad order man m 
the adoption of celling b} post as against the 
more com entional line are man} and \ aried 
Persuasion to purchase is much easier 
, when the seller is face to face with the custo- 
mer The appeal m cold tvpe cannot cam the 
glance of the eye of the inflection of the \otce. 
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nor does it enable the seller to display the 
actual merchandise to tempt the customers — 
except through the cold lines of illustrations 
He must have in supreme degree the ability to 
inspire confidence in himself and his wares 
and not only this but has to maintain it 
and to act up to the printed profession he 
must actually place the satisfaction of his 
customers before the consideration of profit 
arising from any individual transaction 

ADVANTAGES OF MAIL ORDER BUSINESS 

The advantages in this class of business 
are also big, if the man is clever enough to 
grasp them, while if the success is difficult it 
ma\ be much greater Selling by mad mav 
be much bigger than that of the ordinary retail 
merchant who can only sell to those whom he 
can persuade within the portals of his cstab 
lishment, to the mail order every one 
whom he can reach by post is a prospective 
customer His turnover is bounded not by 
the buying capacity of his town or city but 
it can be extended to wider and wider field 
where his own selling ability can carry him 
Monetary profit is the object of all commerce 
but the pride of achievement counts something 
a«d to quote an American mad order man “l 
know of no greater and more legitimate «ource 
of such pride than the establishment of a large 
and successful mad order business '* 
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MAI I. ORDER SALES5IANSHIP 

WHAT IS SALESMANSHIP 

IXTH \T is salesmanship — a broad question 
” w hich requires man} points to be consi 
dered tor a general repK Salesmanship is a 
personal face to face action which is intended 
to bring about sale of the merchandise or ser 
\ice But more broad 1) speaking, it is the art 
of selling something to somebod) Considered 
whollj from a commercial point of view , 
salesmanship consists in personal solicitation, 
the salesman and the customer meeting face 
to face. 

The object of salesmanship is fir«th the 
custom and s e condl> the solicitation It is the 
best posted salesman who draws out the mten 
tion of bujing in the bujer gi\es him the be«t 
information about the article of sale and sub^e 
quentl} effects the sale 

EQUIPMENTS FOR A SALESMAN 

To do this, the first-class salesman must 
have the following equipments — 

Firstl) , he must know his good*- 
^ Secondly, he must acquire the abihtj to 
describe or talk the goods to the customer's 
entire satisfaction 
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Thirdlj he must ha\e a general know 
ledge of business principles 

Fourthly he must have a working fami 
liaritv with business methods and action of 
his competitors 

Fifthly he must cultivate geniality m his 
talk so as to induce curiosity in the bujer 
Sixthly, he must diagnose the customer 
Seventhly he must he both pleasing and 
accommodating to the customer 

But above all and specially for a mail nr 
der salesman, he must get more than an ordi 
narj hearing for what he talks or sends 
through the mails 

tuncrons or a mail order salesman 
From this generalisation we come to the 
mail order salesman whose function it is to talk 
life through cold letters and inert literature 
The problem for him is to make the literature 
say “See me — hear my message— before you 
make up jour mind” 

Remember you must enlist the first 
attention to you — get the right kind of 
attention and to do this what you saj must be 
stricth in keeping with the business You 
appeal to the man’s curiosity induce him to 
look into jour idea and make him want to see 
what kind of person could think of such an 
idea You must establish a certain amount of 
confidence by jour first appearance “See me” 
— “buy me” — “read me” — "choose me” — that 
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is the idea, at the back of everything that clam 
ours to be read. 

The problem is what shall vou put on the 
outside of jour selling message Hon shall 
\ ou clothe j our complete selling story in a n aj 
which will get the attention among lo f s of 
other applicants for attention waiting their 
turn at a mans desk in his office or trying 
to an aken nen desire^ in all the members of a 
familv circle 5 

HINTS TOR HAD. ORDER SALES KAN SHIP 

The first step is to realize that it will pav 
% ou to consider what cloak you will choose for 
jour salesmanship 

Sometimes jou want an idea nhich will 
sa\ \o the man who receives >cmr 

me sage ‘ Look at me ” 

Sometimes the man alreadv wants to get 
jour message and you simply want to be sure 
that it reaches him at his end of the line So 
your message should say , "Here I am ” 

Sometimes you have the mans interest 
and hi open minded attention and you want 
to sav first of all "Believ e in me " 

Sometimes you do not expect an mime 
diate decision — or you hope that the man will 
keep v ou in mind for future busmess and ' ou 
want vour first message to be. “I am valuable 
— c ave me” 

And sometimes >ou do not want to attract 
attention until vou actuallv begin to talk — you 
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want to slip under the guard of a man who has 
no interest in your proposition until you win 
his interest — and feel that he has no time for 
your story until you prove to him that he has 

Most often, what you want is a combina- 
tion of these various elements and ingredients 
and >our problem is to know the possibilities 
and mix your appeals in the proportion which 
gets the most results 

In the mail order salesmanship besides the 
ideas, the garb in which they are sent should 
breathe the dignity of the sender and prove 
attractive to the receiver Ideas, if they are 
good enough, can of course be expressed in 
words alone and command attention to the 
most cheaply prepared literature 

But it is dangerous to reason, because 
some one with a remarkable idea has 
presented it cheaply and won, that nothing 
needs be fine 

As a general idea it is better to depend 
upon more than one means of getting atten 
tion If you have a good idea, people may 
recognise its merits in any garo But if you 
dress up that idea in the best way possible you 
are simply making sure that everyone will 
recognise its worth 
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SUITABLE BUSINESS. 

SELECTION Or BUSINESS LINE. 

A LL classes o£ business are not equal!) 

suitable tor prosecution upon the mail 
order sj stem In the mail order business 
e\ identlj it is nece^sar) to delncr the Roods 
b) post or rail As such the goods should be 
of a nature where deliver) charges are 
small, proportionate to the value of amcles 
Second!) , chances oi competition w ith articles 
a\ nibble in the local shops should be avoided 
as far as possible 

Excessne cheapness is not possible in 
mail order selling and the claim to excessive 
cheapness is detrimental To the customer at 
a distance, when goods cannot be examined 
before ordering, cheapness carries the suggo 
tion of worthlessness The salesman who 
cannot do business on claims to high quality, 
will not send his turnover up b\ shouting 
cheapness 

ARTICLES SUITABLE TOR MAIL ORDER BUSINESS 

No\ elt) articles hav e special attraction for 
business on the mail order s) stem In this 
jou can draw out the customer’s needs where 
no such need was apparent before and supply 
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him without the smallest chance of competi 
tion 

Chemical perfumery and medical prepa 
rations have the same chance before a rural 
population where requirements are not avail 
able locally 

Childrens requirements present a big 
field for exploitation by the mail order man 
and if >ou can induce children to be attracted 
by the illustrations in your well presented cata 
logue you may lie sure of continued orders 

The rural people can share in the mail 
order business by presenting local manu 
factures to the towns people, and retailers 
This will help them to build an earning btisi 
ness and enable them to extend a big helping 
hand for the development of local art crafts 
and industries 

Articles of every day nccessit> such as 
watches etc can be sold m big quantities 
by the mail order system to ) leld considerable 
profit to the seller 

You can handle general merchandise in 
this sjstem by mail Clothing and tailored 
goods may be considered the mainstay In 
the clothing trade comparison * is difficult 
because patterns and cloths differ widely so 
that good profits are possible 

Toot wear and leather goods present 
another line where a well presented and 
illustrated catalogue will not fail to net in 
profitable orders 



Jeweller\ articles present another line 
Scarf pins collar buttons lockets and medal* 
chains rings, bracelets, etc , etc command 
ext ensue *ale at reasonable profit 

NATURE or ARTICLES TOR SALE BY MAIL. 

It is unnecessary to multiply the abo\ e list 
Only keep an eye on selecting your list in such 
articles as would imohe — 

(1) the least possibility of competition, 

(2) capability of earning biggest pro r it 
in spite of the transit charges 

(3) the least deluery charge, 

(4) a\ailabiht\ in good stock 

The last feature gnes an added adian 
tage to the mail order business inasmuch as 
the sellers \\ ill not require to keep a big stock 
but can effect purchase when orders are re 
cened Thu* he will be able to manage with 
modest capital 
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PUBLICITY. 

OBJECT or PUBLICITY 

'T’HL success of the mail order business 
depends principally upon publicity which 
is, ordinarily speaking, the art of acquainting 
the people with the name nature and types of 
the saleable commodity The abject of pubh 
city is to create want — new want where there 
was none, and the intensification of the feeling 
of want — where some is already peeping in 
for successful publicity does not stop with 
publishing the claims that are made for a 
product The advertising must not only tell 
the possible consumer all about the product 
but must create in his mind a desire to possess 
it 


CENERAL PUBLICITY 

Publicity is an all embracing name in 
modern advertising which covers the entire 
range of methods and devices that may be 
used to catch and hold public attention 
Publicity for the purpose of the mail order 
business may be divided into two branches — - 
(1) General Publicity, and (2) Direct Pubh 
city The former is that form of advertising 
which seeks through various channels and 



mediums to disseminate information- regard 
mg a saleable product so that a demand on the 
part of the consumers for the same mav lie 
created this demand being supplied b\ the 
selling agencies whether the} be wholesalers 
jobber*? retailers or salaried agents of the 
concern which is prospecting the product 

DIRECT PUBLICITY 

Direct Publicity is that form of pubhcit\ 
which seeks through advertising to sell direct 
to the consumer without reference to am 
middleman Its purpose is to get orders for 
the product 5 ; advertised direct from the cornu 
mer without using an} ‘telling agencv of am 
kind or description 

Publicitv in the mail order business is 
concerned more with this form of direct pub 
hcitv which inaj be of two kinds — press 
advertising and posted letter*! circulars etc 
The object of press advertising is to stimulate 
enquiries and it then rests w ith the salesman 
ship of the mail order man to turn enquiries 
into bargains The circular b} post advertis 
ing is intended to bring order as an immediate 
response 

Most mul order houses cultivate both 
v arieties 
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ADVERTISING IN THE PRESS 

HOW TO ADVERTISE 

TlfE have alread) pointed out that the 
’’ purpose of press advertising in the mail 
order business is to inspire enquiries The 
enquiries may be taken generally as the most 
potential buyers in this system of business 
\s such the writing of mail order advertise 
ments is an art in itself 

The mail order advertisement must be 
written to get business and as such cver> care 
must be taken that none of its points misses or 
fails to convince the readers It must be a 
puller as the Americans express it It is 
a puller in a small space and if pro 
perly phrased and constructed gets as many 
inquiries as can be elicited through large space 
in which respect it differs radically from the 
so called general publicity advertising 

Every line counts in a mail order ad\er 
tisement hence the sentences must be clear and 
terse Certain redundancies and waste of 
space maj be permitted in general publicity 
but in mail order advertising every word must 
be pregnant with vital interest as the object 
is to create in the reader’s mind a new want 
or to move him with the idea that an old want 



Am ERTIbING IN THE PREsS 


127 


maj be quicklv and cheap!) gratified The 
sentences must have individuality ol stvle and 
must be different enough from the general run 
of advertisements to command immediate 
attention and interest 

STIMULATE CURIOSITT 

As the object is to stimulate curiosity of 
the reader, it is a good plan in most mail order 
advertising to leave out the price of the 
t commodity and to include a picture of the com- 
modity that is offered for sale m the adv ertise 
ment The headline or caption of the adver- 
tisement tells what the content is and mtich will 
depend upon, the wording of this headline 
or introductory sentence Its ability to 
attract the attention of the readers should be 
Us essential qualification 

We give below a few instances of most 
typical mail order advertising — 

Illustrations 1 IS 124 

PISHING TACKLE 

Deal Direct with the Manufacturers 
Security in buying tackle comes from the 
honour of the house that builds it. We sene a 
multitude of angle's who insist upon “valu* 
received ” for the money th'y spend and we have 
no comebacks. Our name on a rod or reel 
symbolizes the highest achievement of this highly 
developed art. Since 1S67 ve have made and sold 
Tackle. This is surely a recommendation in itself 
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KEEPING THOSE DROPS OP WATER 
which your line bnngs in while reeling — Off 
Your Clothes Big S line tonic makes over 90 
per cent of this water leave the line at a Rod Tip 
One application keeps your line waterproofed and 
toughened. Preserves it from rot and it lasts longer 
Strictly guaranteed Price 

AGENTS too PER CENT PROFIT 

Big Money and Fast Sales 

Every owner buys Gold Initials for his auto 
You charge Rs and make Rs Ten 

orders daily easy Write for part culars and free 
samples 

lOB ENVELOPES 200 SHEETS 
Pine White Bond Individually Printed 
Postpaid Direct to You 

Be neat and personal n your co-r'spondence. 
Have your note heads and envelopes printed on a 
good grade of bond wnting paper with envelopes 
to match Fine clear blue ink and modem clear 
types are used. 

Add a Personal Touch to Your 
CORRESPON DEN CE 

Your name on Yolr stationery 

Impress those with whom you correspond 
by having you name printed on your note paper 
Send for us to-day 1 Your money refunded . 
•promptly and cheerfully if you are not satisfied 
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100 SMOOTHER S HAVE 3- 

Frow O'-'e Blade. 

Yes and more That’s the record of manv 
men who shave themselves. Old blades made 
sharper than new — m 10 seconds. For all 
Safety Razors, Quick, velvet* shaves far life witn 
wonderful, new 


deat?h:ss- 

Perfecr hearing is now fcemg restored m every 
condition of deafness or defective hearing from 
causes such as 

Catarrhal Deafness, Relaxed or 
Sunken. Drums, Roaring or Hiss- 
ing Sounds, Perforated, Whollv 
or Partiallv Destroyed Drums. 
Discharge from "Ears, etc. 

Require no c-edunne but effectively replace 
what a lacking or defective in the natural drums. 
They are simple devices, which the wearer easily 
fits into the ears where thev are invisible. Soft, 
safe and comfortable to wear at all osxs. 

Write to-day for our I6S Free boot on D*af 
ness, giving sou full particulars and plenty ot 
testimonials 


MEY WASTED. 

Pleas amt Work — Big Pay 
We have several openings, for hnstlmg sales- 
men to work, all or spare nine, as srecal represen- 
tatives of 
IffiR. 3 
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PfRMANENT, PROFITABLE INCOME. 

This is Your opportunity to establish a perraa 
nenr, profitable income by using all of your time 
selling subscriptions for Sportsman’s Digest th" 
popular outdoor magazine 

Write to-day for full particulars 
KEYING ADVERTISEMENT 

W hilt the objefct of mail order idvertising 
is to secure as man) enquiries as possible it is 
necessarj to know what medium produces the 
largest response To do this the custom in 
vogue is to * Ke> ’ the advertisements in such 
a way as to tell what media bring the most 
enquiries in order to measure the actual returns 
from investment It will be noted m many 
announcements that the reader is asked to send 
for “Booklet A” or to address “Dept B“ 
The letters are changed for each medium used 
or for each advertisement in a given medium, 
and it is thus iwssible to know definitely how 
each is “pulling There are man) wajs of 
keying and perhaps the best of those is to make 
an arrangement with the local Post Office to 
have all letters addressed to the firm delivered 
to it however wrong the numbering of fhe 
street maj be Then it is possible to insert 1 
different address in each advertisement — 

(1) Bridge Road, Shambazar, Calcutta 
(2) 22, Shambazar Bridge Road; (3) 22 -V 
Bridge Road Shambazar, (4) 4 City Mari 
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sion; (5) 6, City Mansion, etc. Continuing 
these with different booklet or department 
letters or asking for enquiries to be addressed 
to the Manager, the Secretary, the Chief 
Clerk* etc, in different cases an almost infinite 
variety of permutations are possible, and any 
number of ad\ ertisements may be tested sepa- 
rately for their pulling power. 
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DIRECT ADVERTISEMENT B1 POST 

TELLING LETTERS 

A S ' pulling * advertisements are the fc>un 
dation of the mail order business, 
“telling” letters arc its soul The purpose of 
the mad order business is to sell without the 
bujers having opportunity to examine the 
article before payment is made This is pA lc 
ticall> running against human nature You 
can do that onlj hy bringing into operaf'on 
a mood of human nature that is ready t0 
respond to repetition 

Vn 'prattoc* i-ntatA i«ptYiY»Wi is 

dation on which all direct advertising is ba$cd 
If one advertising effort is good its effective 
ness will be multiplied when the idea is pounded 
home again and again in different fpi' n,s 
and varied garbs Direct advertising p£> s 
most handsomel} the man who follows a vVcll 
laid out plan and never lets his prospect forget 
the product, the name or the service he wants 
to sell 


CONTINUOUS CAMPAICN 

Continuous advertising is what is needed 
If >ou plan a campaign, jou plan and print five 
or ten direct pieces at one time — that is saving 
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cost m the printing besides other advantages 
Tto u know posaibh irom vour own experience 
that jou seldom respond to a lone direct mail 
approach ot the hrst solicitation oi a salesman, 
but each successive message moves towards the 
time when jou do respond, and each message 
carries more weight because ot the back 
ground 

\ certain number in vour mailing list 
responds each time Tho e other mailing 
approaches which do not get response are not 
waited because thev are building goodwill and 
a fnendiv feeling towards jou Repetition — 
cumulative effect — constant reminder — these 
are the reasons whv continued cultivation of 
j-our market bj direct advertising pajs most 
profitably 

Thus we come to this that when we 
scheme a direct advertising bv post w e should 
plan the material for campaigns rather than 
single pieces, so that in planning one thought 
should suggest another While vour mind is 
concentrated on a proposition vou can think 
of more sides to it — mort interesting angles — 
than when jou take up a subject ‘ cold and 
work out onlv one complete mailing campaign 

Moreover, while vou are working on a 
campaign basis, rather than on a single time 
basis, jou feel more free to spread jour ideas 
over several pieces — and feel less need for 
crowding evervthing into one What jou 
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desire is then more apt to be simple, direct, 
interesting, and more easilj grasped in other 
words, more productive of business 

PRACTICAL PLANNING 

When we have decided upon the course 
we follow, we come to practical planning Let 
us suppose that >ou have jotted down some of 
the main points which >ou intend to cover 
How may the ideas, which jou ha\e before 
you, be dressed up m words which will catch 
the c>e of the man to whom you send them ? 

The trick of injecting interest may be 
divided into general classifications There 
cannot be anj hard and fast rule, but the few 
points noted below may be of service in plan 
ning your direct mailing campaign 

(1) Dramatic interest Try to take your 
reader into confidence, promise him revelation 
of something which goes behind the scene, the 
atmosphere at once arouses curiosity 

(2) Nnvs heading should be put to 
appeal to the reader’s instinct for news 
Something which is to happen in future is 
interesting “ Watch for it— one more week " 
is one in point But news interest need not 
always draw upon the future Such ingenious 
title “ Something new under the sun ” may he 
cited as an illustration 

(3) Intriguing alliteration Such head 
mg as " Pick Push and Pull for Business ” is 
a demonstration m point Bmfiv stated the 
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heading urges its readers to “pick a good 
sales-Ieader ” “ Push it hard ” and *' Pull 
the sales.” The following is an actual letter 
tn point — 

Illustration No. 125. 

‘ Pick, the business — dial’s the rule when the 
market is not moving with the rapidity of tune.’ 

‘ We have a proposal to make to you that will 
pull your business : that a to put you m touch with 
the sale of Banerjee’s F-nghsh Correspondence. We 
have entjumes from your side regarding whereabouts 
of the local depository of the Book now become 
famous by extenswe advertisement. We enclose a 
circular to give you an idea of the book we wish 
you to push, and if after the pick, pull and push, 
your customer becomes not responsive, we will get 
the books bade.' 

(4) Frank Premise or Prediction of 
Business. A safe rule to follow m deciding 
which type of heading to use and what to put 
in the body of your message is to look at jour 
proposition from the view point ot the person 
you want to sell to. 

(5) Make your message strike home.' 
What will interest your prospect ? What 
points about jour product or jour service wall 
make him decide to select jour proposition in 
preference to a competitor's ? 

A mechanic might be highlj interested in 
the way j our product is made. A householder 
would care next to nothing about it* mecha- 
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msm but would I>c greatlj interested m ho\\ 
much work it could save the family, how 
beautiful u would make the home or how 4 
would mtreise persona! efliuencj 

WRITE DirrERENTLY TO DirrERENT INTEREST 

I run this jou see that jour message 
would t ike different turns to different interests 
What goes to the dealer would prohablj talk 
of sales prohts and turn o\er with suflieient 
details of jour products qitahtv to comma 
him that it would ittract customers to him 
But what \ou prepare for the dealer to 
•^nd or hand o\tr to his customers descriptive 
of %our product should be written from the 
view point of the user 

It is m interesting thing this reading of 
other people s minds ind plajing upon other 
people s emotions — almost as interesting as 
seeing ideas turned into inonej bj the simple 
process of repetition and continued effort and 
the combination of printers ink paper and 
postage 
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CATALOGUE. 

XTOLR most valuable piece ot selling litera 
turt is the catalogue which should cam 
to jour customer the impression ot the high 
standard of jour firm Illustrations should be 
specially prepared to illustrate the points yptt 
wish to make in jour written message 

HOW TO PLAN 

\our lir«t step is to decide what must go 
into jour catalogue List jour various 
models if jou ha\e a varied line List the 
features of your products, if jou manufacture 
or handle onlj one article. 

* Ask j ourself, then, these questions How 
can I interest inj prospect, in all this ? What 
will be understood at a glance z What will I 
ha\e to explain ' In what order will he grasp 
m\ storj most quicklj ? 

In the case of a single product, an auto- 
mobile manufacturer has produced an ex. 
tremelx successful catalogue bj making hi? 
book a continuous demonstration, taking Up 
one point at a time, as a salesman would, if 
face to face w ith the prospect 

It is far better to group si %anet\ of 
products on the basis of related Uses rather 
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than alphabetical^ Wheel barrows natural!) 
go vv ith pick, axes and shovels, for instance 

In writing any descriptive matter start 
with an account of what your produce will 
do, how it will help the user, then follow with 
information as to how well it is made 

PRESENTATION 

When your material is assembled, it is 
well to look at it and. ask ) ourself whether 
everything there is of interest to all jour 
prospects or whether certain parts interest only 
a limited group and would be useless in a 
general catalogue In other words, should >ou 
not get several catalogues of a few pages each 
covering a special subject or one'" omnibus” 
catalogue of all you sell ? 

Or if you assemble ever) thing into one 
catalogue, should jou plan also to break up this 
catalogue into pamphlets for distribution to 
special prospects and thus have both a general 
book and special reprints ? 

ILLUSTRATION 

It is a safe rule to follow in issuing a 
catalogue to say nothing in words which can 
be said in pictures This means that the 
picture must be carefully made \ou must 
sec that the artist or photographer makes them 
correctly You know the product They 
probably do not See that the position of the 
article shows the features you would want to 
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point out to a prospect m person It it does 
that, jour written message can be vcr\ brief 
and instant!) understood 

Sometimes the man who i*--ues a cata 
loguc feels that it would be wasteful to make 
new cuts when he already has cuts in hand 
In other word's, he makes the catalogue fit the 
cuts rather than the cuts fit the catalogue 
But the cost of printing additional pages to 
accommodate all the cuts which vou now have 
maj be many times the cost of new cuts which 
will give a better catalogue at a ‘saving 01 
space Think twice before jou insist on using 
old cuts It is well to remember, also, that a 
book printed from new aits w ill be in harmony 
throughout and that ever) picture will be 
cleaner, clearer and more effeetiv e 

STATEMENT OT POUCT 

tor the most part what jou through- 
out jour catalogue should be primank a 
written demonstration of the picture But 
there are certain pages in which the written 
word is of prinurrv importance It is often 
necessarv to *av something about vour pohcv 
— almost mvanablv some indication of size 
and length of experience is included 

Consider this in connection with what you 
sav about v ourself Until >our prospect 
’knows what jou have to offer him in the wav 
of tangible merchandise, he is likely to care 
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not a cap how long the maker has btefl in 
business or how big the factor) is 

But after he has been impressed with the 
wa>s m which the merchandise can help Jnm 
he maj be \er> much interested in knowing 
that the manufacturer is successful and vs ill 
continue in business Therefore if >ou want 
to show >our factor) and speak of ) ourself do 
it after )0U have presented )Our merchandise 
— and it will have more meaning 

GENERAL APPEARANCE 

And remember alna)s that conclusion 
which a man forms himself stands higher m 
his estimation than conclusions which some 
one forces on him If jour book is 
handsomeh presented prepared in a business 
like wa) and carries the setting of a competent 
organisation in its general appearance >°u 
ull go a great deal further towards winning 
\our customers confidence than )ou will Iw «i 
bird s e\e view of \our factory 

NECESSITY or CRIJUPING 
When )OU show a varied line of products 
it is natural to put them into related group 4 - 
If these groups arc large enough to warrjmt 
it they maj then be made into specific depart 
ments in )our catalogue In this case )<> u 
maj want departmental introductions or title 
pages It is a pretty well established fact that * 
right hand pages get more attention than thtfse 
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at the left A. little rearrangement there 
fore worth while and a little adaptation— in 
order to make jour various departments began 
alwajs on a right hand page 

Ycces'-ones should be shown tither as a 
part of the seetion^ to which the> are related 
or as a department bi themsehes When 
shown b> themselves, it is well to reter to them 
when discussing the equipment to which thev 
belong 

Everything that goe^ into the making of 
\our catalogue reflects the pcrsonalitj of jour 
business Your catalogue once printed speaks 
doqilentl) of jour institution whether jou 
have said a word about j ourself or not It is, 
therefore of the greatest importance that jou 
take plentv of tune in preparing j our catalogue 
—and that vou trv, at everj stage, to have a 
1 tetter catalogue than that of j our competitor 

DETAILS ABOUT SIZE WEIGHT. ETC 
Remember alwajs to include in jour 
catalogue what vour readers want to know 
about sizes and weights, both net and packed 
for deliverj bv Rad or Steamer If jour 
catalogue is seasonal start planning far 
enough ahead to avoid last minute rushing 
You nm omit prices or maj add a separate 
price list in a permanent catalogue, but a sea 
sonal catalogue should contain price list and 
. if anj bargain is schemed upon, the bargain 
prices maj be prominentlj quoted 
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It ma> also be remembered that the 
effectiveness of a catalogue is often increased 
by what goes with it Order blanks ad 
dressed envelopes, many accessories invite 
action and bring back orders 

Sometimes the ideas of others are helpful 
— sometimes they are too conventional to give 
jou the truth If jou ask the opinion of cus 
tomers salesmen or associates, weigh their 
suggestions impartially — then use jour judg 
ment 



CHAPTLP \m 


MAILING LIST 
HOW TO START 

r T l 2 3 4 5 HLRE are two main things jou need know 
A when \ou start to prepare a mailing-list 
What kind of names do jou want on jour 

list' 1 

W here can \ou find the names jou want ■* 
To answer the first question start witli 
\our present list of customers It is a gold 
mine of information when it is properl} dassi 
fied There are manj ivajs of subdiuding 
this h«t into related groups, such as — 

1 Type of business 

2 Geographical location 

3 W ealth or financial rating 

4 \ olume of purchases from jou 

5 Frequent of orders 

A LITTLE SELT-EXAMINATION 

Are jou now selling primanlj to grocerj 
stores hardware stores clothing or furniture 
stores garages— retailers or wholesalers ? 

Is \our product now purchased onlj in 
cities, o\ er or under a certain size — in limited 
areas, or nationahtj — in rich or poor com 
mumties ? 
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Do >our most regular customers have a 
high or low financial rating— or no formal 
rating ? 

What part of jour customus now pur 
chase in large volume ? In small volume ? At 
what limit dots it become unprofitable for a 
salt sm in to call 

How often do jour customers now pur 
chase * How big is jour active list ? How 
"big is jour inactive list 5 What part of jour 
inactive list is new ' What percentage of 
your customers do you now lose every jear 
and why 7 

From the minute you go into this question 
of mailing lists, jou begin to find out a great 
inanj interesting facts aliout jour business, 
jour product, jour market, and jour sales 
methods The whole task of preparing a 
mailing list is one of the best stimulants for 
sales ind selling ideas which jou can under 
take 


START A CARD INDEX 

Whatever the classification jou decide to 
make, jour first step should be to get jour 
present customers’ name* listed on convenient 
si/ed cards, one name to a card, with space for 
the addition of other information 

This listing on Cards should be done even 
before jou begin to dassifj, and each name 
can thin be taken ’uf) and put m the division 
where it belongs as jou come to it 
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What basis for classification you finally 
adopt depends so much on your particular type 
of business that very little definite help tan 
be given in a general discussion. It is very 
probable, however, that you will want to have 
sub-divisions of overlapping classifications 
inside of your main classification — that is, you 
may want to indicate the geographical location 
of customers who are classified according to 
their type of business. 

Such divisions are easily made / by use of 
different coloured cards in your final list, or 
by different coloured tabs sticking up above 
your cards. 

When you have \our customers classified, 
you can tell at a glance what fields \ou are 
covering and how completely you cover each 
one. 

Now comes the first creative work — the 
first step into new territory — the first move 
for a market bigger than you have ever had. 

Your classifications are the skeleton, the 
outline, of this greater market which you are 
going out to get. Your next task is to make 
these classifications complete by filling them 
out with all the names of those who should buy 
your products. 

sources or NAKES. 

Much more can be said, and something 
> more will be said, about " what kind of names 
you want on your mailing list ” But before 

mer. 10. 
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coming to this question again, it is well to get 
at least a partial answer to question number 
two, “ Where can you find the names j ou 
want ? ” 

Your salesman s prospects should be 
the first new names added to your list Cach 
salesman should be asked to give >ou the in 
formation about his prospects which you hate 
prepared regarding your actual customers At 
the same time, the help of your salesmen should 
be enlisted for the purpose of adding to your 
prospect list They should be made to feel 
that what you are doing is a direct help to 
them — making it easier for them to sell, saving 
them time m introducing themselves, their 
House, and their Line — increasing the orders 
which they can get from their present cus 
tomers When this proposition is presented in 
the right way, the sales force can be brought 
to spend a few extra minutes in each com-* 
mumty, gathering new and valuable names 
from conversation, or from a little searching 
in city directories and classified telephone 
books 

Directories of many kinds will give you 
useful information Besides the local direc 
tones referred to above, you are already 
familiar with such as Thacker’s There are 
also directories of manufacturers and directo 
ries of many trade groups 
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Trade Associations have been lormed 
m recent 3 ears to a great extent, and their 
members are usuallj the most actn e in 
their line of business Sometimes lists ol 
membership maj be obtained from the secre- 
taries ol the associations , sometimes the 
editors of trade papers can tell jou where to 
get these lists 

Government records, such as income 
tax lists, citj and state registration lists, and 
other tax lists, for instance, automobile and 
motor \ehide list, will gne >ou a wealth of 
names for certain purposes For example, the 
list of motor licensees would gue names ot 
jieople who are not onlv owners of pleasure or 
commercial care, but at the came time people 
who nm-t ha\e a lair degree ot financial land- 
ing to be the owners of cars 01 the better class 

All of the foregoing sources are what 
might be called original sources, or bulk 
courccs You will ha\e to use jour own stan- 
dards of elimination to get from the^e groups 
the names which jou want for jour mailing 
lists 

Lists u«cd bj others maj sometimes be 
obtained in exchange for jour lists when they 
are complete. You can often find another 
advertiser whose interests are the same as 
j ours, and j et who is not competitiv e In this 
case, there will probably be considerable dupli- 
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cation which requires that you check the e\r 
change list against your list 

Up to this point, the sources of names 
would have given you very little indication of 
the true individuality of the firms — ver) little 
information about the policies and other fac 
tors which bear upon the question whether 
your product would be suitable to the purposes 
of the prospect 

Sometimes such an indication is not 
necessary Usuall), however, additional in 
formation helps you to judge before putting 
the name on >our list whether that name ought 
to be a “live” one or simply a prospect 

There are man) places in which >ou can 
get “a name at a time” and learn something 
of the owner of that name 

The Ad\ertisinc paces of newspapers 
national magazines and trade papers are a 
fertile source of such information 

If you want retail dealers, it may be 
worth while for you to get copies of the papers 
from the cities you wish to reach and have 
them checked over for the names of dealers 
who consistently or occasionally use news 
paper advertising space Sometimes >ou can 
get such names by a letter written direct to 
the editors of those papers particularly if \our 
proposition is one which carries promise of 
increasing the dealer’s advertising activity 



If jou want manuiacturers >ou will find 
their names in the pages of magazines or m 
the trade papers ol their particular held 

Trade Joirn *ls also offer another po si 
hiliti in their editorial pages both in their 
mention of activities among their readers and 
in their personal columns telling ol the 
changts of individuals from one compam to 
another 

Replies to ad\ ending which are irom 
people directi) interested in jour proposition 
should go on jour mailing list bj all means 
iSames obtained in the«e wajs will come more 
slowh, but thej are practicallj hand picked 
before \ ou start to u«e them 

NEW KINDS or CKASSOTCATIO'.S. 

The next step, considering that jour 
present classifications ha\e been filled out 
irom the sources mentioned is to discover new 
classifications which at pre ent jou are not 
reaching at all 

This step xmohes a jomt consideration 
of jour product and of jour mailing li«t 
Suppo e >ou find that jou ha\e been selling to 
automobile dealers It ia fairlj obvious that 
jour classifications should also Include some 
of the other related retail outlets 'uch as bat 
•^terj repair stations tjre shops and possiblj 
hardw are stores 
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TRYING NEW MARKETS 

Direct advertising is -valuable in opening 
markets which jour salesmen cannot profit 
ably cultivate 

For instance, suppose you find that jou 
are now unable to sell to dealers in cities of 
less than 3,000 because of the small size of the 
orders j ou get, poor railroad accommodations, 
or small number of dealers per town 

You may find that your present list of 
customers does not include any such dealers, if 
you are classifying on a financial or geogra 
phical basis And yet, the mail goes to those 
towns The dealers in those towns have more 
time to read, and receive less mail, than dealers 
in larger cities You can put such dealers on 
your lists — send them “printed salesmen” at a 
“ travelling cost ” of six pice — and increase 
your total sales materially by using the mail • 
exclusively in reaching such a group 

CONCENTRATING YOUR LIST 

Upto this point, the main discussion has 
been of ways of adding more names to your 
list Now, surprising though it may seem, the 
subject turns to the elimination of names 

If your names have been obtained from 
advertisements, or in reply to your advertise 
ments, jou maj have a pretty good idea of the 
individuality of the party behind them and 
how its wants will fit with what jou have to» 
sell 
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Otherwise jour list of names is prett\ 
general \ou needed a full list to work upon 
before >ou could eliminate — but if \ou now 
ha\e the full list it will pa\ jou to make each 
name justifj its right to remain where it is 
So ask \ ourself two questions about each 
name 

1 Is this organisation a logical prospect 

for what >ou ha\e to *=ell 7 

2 \\ hat man or department in this 

organisation should j ou tr> to *ell ? 
The most direct method of getting an 
answer is to take these questions straight to 
the prospects themselves 

Suppose \ou make a frank appeal to the 
advertising manager ot the man m cViaige of 
the advertising of each concern Write him 
a letter along the follow mg lines 

Illustration No 126 

As an advertising man, you are probabl) 
interested in see mg the advertising of others as "•ell 
as your own company get results. 

Will you help us ? 

We hare the name of your company on our 
mailing list. You can help us decide whether it 
should be there or not. 

(If your proposition is not unknown to die 
nun addressed it would he well to outline it briefly 
Sere then follow with some such closing paragraphs 
as the following ) 
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Docs youc company use such a commodity (o- 
service) as we have to sell 9 

Would you suggest that we keep your 
company's name on our list 9 

What man or department in your compo' 
should we address 9 

Thank you for your assistance You will find 
a stamped and addressed envelope enclosed for your 
reply 

Let salesmen help by supplying each 
one with the names which fall in his territory 
so that he can gather as much information as 
possible It will be much easier for the sales 
man if you supply him with a form which 
requires only check marks 

Htrvng local men to check your vs 
sometimes a good way to eliminate deadwood 
In smaller towns particularly there are njen 
who practise law, act as correspondents for 
newspapers, write insurance, do abstracting 
and many related things for a living These 
men usually can be depended upon to know a 
great deal about their community You can 
get in communication with them, and get their 
rates per hundred or thousand names, for 
checking both the correctness of the addresses 
and probabilities of the companies to purchase 
your product 

A final drastic method of cleaning UP 
those names upon whtfh you have secured no 
check by other means is to send out a piece or 



mailing matter offering some «ort ot bait 
which will practicallj compel recognition li 
thej are interested lor bait joumaj ha\e 
something in jour line which is ine\pensi\e, 
which jou can afford to gne awaj lor the sake 
ol getting the right name ol the man in an 
organisation lor luture mailings \ou may 
purchase some no\ekj which >ou can offer 
\ou might issue a booklet 01 trade miorma 
tion — not «o much about jour«ell or a our pro 
duct, as about lacts which will be ol undoubt 
ed interest to jour prospect. 

Following all other methods ol checking 
jour list, Mich a plan as this should ser\e to 
weed out the names which are entirelj useless 
and increase the possibilities of profit per name 
on jour whole list 

The co-operation of departments 
within jour organisation is highlj essential 
"Vour sales department should report the in* 
taut a prospect becomes a customer Your 
accounting department should report accounts 
which hate become mactne It is disappoint 
ing to a new customer to find that his order to 
jour firm was not noticed and that he is still 
treated as a prospect — and it is often possible, 
when a customer has lapsed, for a well written 
letter to bring him back into the fold 

Acclraca is highlj desirable in eterj 
step of jour direct mailing Nothing nettles 
an ordinary man «o much as having his name 
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mis spelt by those who write him In aclcfi 
tion to this incorrectness m addressing usualU 
means a waste of jour printing as well as a 
lost opportunity of making a sale 

KEEPING TOUR LIST DP TO DATE 

This condensation of your completed list 
is a process which should be continued in the 
form of revision so long as j ou use a mailing 
list 

There is no surer method by which you 
can check a mailing list than a combination of 
several methods which will serve to keep jour 
list at its highest efficiency 

Every returned refused or unclaimed 
mailing piece should be carefully examined 
and the remarks made on the cover should be 
promptly attended to 

Changes of addresses are great obstacles 
in keeping the list correct For this you need 
to keep constantly at jour prospect to get them 
to notify you of changes of address A sim 
pie method of keeping track of changes of 
address and of checking up on the prospects 
interest is shown in the following letter to be 
sent on receiving an unclaimed mailing 
piece — 

Illustration No 127 
Dear Sir, 

Will you please glarce at the enclosed post 
card (or anything as the case may be) and verify 
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oc correct your address as we have on our mailing 
list 9 

This will help you get the latest things from 
us promptly and insure your name remaining on 
the list. 

\\ e know of a firm who sends out a reply 
postcard of the following type to all persons 
in its list to know whether their addresses are 
still correct There may how e\ er be modifies 
tions in the letter according to circumstances 

Illustration No 12S 

OUR COMING OFFER. 

Have We got Your Address Aright 

We are shortly going to make an important 
and Daiticubrly interesting announcement to our 
Patrons and Subscribers. 

The material ic be used in connection with this 
announcement has been prepared at great expense, 
and before sending it out, we want to make quite 
sure that we have got your name and address 
correctly registered on our records. May we ask 
you therefore to oblige us by filling in and return 
mg to us the reply paid postcard, so that particulars 
of our forthcoming announcements may reach you 
safely 9 We thank you in anticipation of your 
sending back the Address card by return of post. 

One of the reasons a mailing list is so 
vitally interesting to the man who uses it is 
that it is ne\ er complete. It is alw-ay s opening 
new possibilities of business You are always 
finding new names — new ways to make your 
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mailing list more effective — ideas which others 
have used — ideas which come to you out of 
experience 

Keep building your mailing list and you 
will keep building your business Keep ehmi 
nating deadwood and you will keep increasing 
the profit your mailing list brings to you 

Someone has very appropriately said, 
“ The accuracy of your mailing list is as im- 
portant as the accuracy of the books kept by 
your accounting department ” 

More than this — the accuracy of >our 
mailing lists, both in quality and quantity, puts 
more and better accounts on your books, and 
means an increase in your total business which 
is ample reward for all the care you put into 
preparing mailing lists 

This mail order business has been more 
fully described in the author’s ‘ Money 
Making by the Mail ” and you can refer to that 
if you are interested 



PART V. 


Mercantile and Mail Order 
Letters and Methods 


MAKING LETTERS EFFECTIVE. 


IS? 
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from able writers — the professionals Reall) 
letter writing is fast growing to be professional 
and the businessman who wants to push on 
must train himself as a professional letter 
writer or must engage the service of such a 
one 

The practical question the head of a firm 
is to decide when judging a letter is whether 
it is effective or not, whether it will bring bust 
ness or be an unproductive expense only 

EASY STYLE. 

The essential feature of an effective letter 
is that it will be easy to read Besides being 
careful of correct spelling, correct addressing 
good tjping, the writer must be careful that his 
sentences are short, paragraphs are short, 
simple common words are used, no winded 
phraseology is thrust in 

The style should be friendl} and free, no 
formality, no dullness, nothing impersonal 

BE POSITIVE 

In writing the writer must always keep 
in view that he is writing to one person onlj, 
and not to a crowd as m the case of advertise 
ment writing, and on one subject on which the 
whole attention of the reader is to be fixed A 
definite purpose must be expressed on a definite 
subject in a definite way so that it must make 
-the, one person not only think but move m the 
way the letter directs 
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The business letter should aim at some 
thing positne and not negative so that atten 
tion of the reader is not deflected, but positne!) 
fixed on one definite purpose There must be 
a news interest in ever) business letter Argu 
mentation should be a\oided no attempt be 
made to appear dignified Eloquentl) worded 
or phrased sentences have no place in a busi 
ness letter 

Yet the writer must be careful to avoid 
lex it) as well There should be no slang 
Never quarrel b) letter Never vvnte angr), 
harsh words Express no bad temper, for a 
written letter remains a permanent evidence 
of an incident which vou would like to forget 
in cooler moments Our advice is never write 
a letter tn a ruffled temper \ letter must be 
pleasant to read, the reader raun be made to 
enjov reading a letter, and no irritated man can 
write a pleasant effective letter 

TBIKK or THE EFFECT 

In a business letter there should be no 
scolding no sarcasm, no peevishness The 
writer should first and last think of the effect 
his letter w ill produce on the reader — and must 
sa) what will be useful 

In writing to a customer aluavs consider 
of what he is worth to vour firm Even if he 
is wrong do not tr> to prove it m a letter 

MEU. 11 
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Admit whatever you can possibly admit It is 
better to lose a cause than to lose a customer. 

BE TACTFUL 

Always be tactful in expressing your ideas 
— remember commonsense and courtesy make 
a better sales letter Even when you write a 
letter of refusal, always agree as far as jou 
can and make your " no " an incident only 
Take the blame when a wrong or inaccuracy 
is pointed out and do not attempt at justifying 
it Have a paragraph of appreciation A 
deal of sympathetic genial imagination will 
make joua better writer Always cndea\our 
to put yourself in tune with the reader of 
jour letter One sentence of appreciation 
of the other person’s point of view produces a 
magical effect and goes a long way to create 
goodwill The great object of writing a letter 
is to please and satisfy the person reading it 
and if jou can put a smile on the reader jour 
object is secured. 

TEN CHARACTERISTICS OF AN EFFECTIVE LETTEP. 

Thus we get the ten characteristics 
of an effective letter besides its phjsical cha- 
racteristics which we have dealt with in a 
pre\ ious chapter Let us summarise — 

1 Easy and pleasant reading 

2 Short sentences, short paras, common 
words and phrases 
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3 Friend)} and Inelj st}Je 

4 Appealing to one person and on one 
c ubject 

5 Stating of something positne, no 
beating about the bush 

6 No argumentation, no levity ot Ian 
guage or apparent indignity no slang or angrv 
expression 

7 No sarcasm no scolding no unplea 
sant expression 

8 Read> acknowledgment of lault no 
attempt at justifvmg a wrong done 

9 A sentence of appreciation at the 
commencement 

10 Abundant news interest 

A MODEL LETTER. 

Here is a sample of an effective letter 
which embraces most of the above characters 
tics — 


Wuitratwn No 129 
Dear Mr. 

I ■wonder if you would do me a xAour? 

1 d He your opinion on an important matter 
Some tune back, m response to your letter, I 
promptly sent you particulars about tbe Petrol eco- 
nomiser for your au*omcbJe 

For some good reason o' other you d.d not 
care to try out tb* econocuser Would ycu be so 
good as to tell me why 5 
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Not because I wll then use “hammer and 
tongs ” to sell you, (I prom^e * ou I won’t bother 
you again) but, because I jj^t want to know where 
I fell down in getting you to try the economiser 

Is any of the following tne reason'* 

1 Did I fail to give you t! e facts you wanted 
about the economiser 9 — 

If so, what particular facts — ■ 

2 Did you think the price too high 9 — 

3 Does your car show small con r umption „nd 
you do not care to reduce it 9 — 

4 Some other reason 9 What 9 — 

It is not necessary to wnte a letter And if 
you prefer, just ilc a lead pencif in answering the 
above questions 

But regardless of how you do it, I want very- 
much to hear from you and get your opinion I 
assure you I would gladly do as much for you 

A stamped envelope is enclosed Won t you * 
please use it to-day 9 With very best wishes I am, 
Grateftdly yours. 



CHAPTER II. 


FUNDAMENTALS OF A LETTER 

HOLDING HEADERS KIND 

TJIE have already dealt m a previous chapter 
** on the physical constitution of a letter 
These are the letter paper, letter head, erne 
lope, mode of typing, addressing, etc. — which 
are no less important in an effectu e letter than 
the subject of the letter itself For unless the 
physical appearance holds the eye, you cannot 
expect to hold the reader’s mind by its contents 
This leads us to the actual «oul of the letter 

SUCCESS CONSCIOUSNESS 

Here we are face to face with the funda 
mentals of an effective letter Firstly, before 
vou begin to write down your letter, you must 
feel that your letter will be successful That 
is, you must have the right success conscious 
ness which will be communicated to the reader 
through the lines of type 

Secondly, you must understand the funda 
mental natural law of giving yourself out If 
you take the attitude — 'What I can get out of 
this letter” — your letter will fail If you 
> think — “What can I give or do that will give 
the reader better service, increased opportu- 
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nity, pleasure, profit, ’’—your letter has more 
chance of success 

KNOW WHAT TO SAT 

You must know how much of the story to 
tell It is a fallacy to tell th° whole story in 
one letter The mind of a reader must not be 
confused by too many items, too many details 
You must carefully and skilfully handle 
the closing 1 argument The flashy closing 
sometimes detracts the mind from what has 
gone before “ Do it now ” phrases arc some 
times advantageous but not always 

We emphasise on the physical details 
again All the elements of physical presenta 
tions are important Good letter heads, en>c 
lopes, perfect processing, 6alance, signature — 
and exact folding and mailing and correct 
spelling of the names — must not any of these 
be neglected A carelessly folded letter may 
spoil the impression i 

You must understand the rules of follow 
up To start a letter “ not having heard from 
you ” is an admission of failure Write each 
letter in a series with the assumption that the 
prospect is still interested Give him additional 
reason for buying 

HOW TO BEGIN 

Letters are poor, ineffective when they 
lack friendliness Therefore begin a letter 
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a ith a phrase of courtes) or appreciation A 
phrase indicating welcome makes the letter 
welcome E\en if jou have to refuse cc 1016 
thing or express a regret, the retu al shPuld 
come to the end of the letter, not at the bef? 111 
ning Always agree at the start 

Do not begin w ith a participle phrase 
a letter which is meant to be effective nf' er 
saj “ Confirming our cablegram or “ Reff^ 
mg to your letter — ” It is better to saj * ^ 
requested in your letter of— ” 

It is tactful to begin with a subjunc :tue 
sometimes Assume ^ome happ) mood in 
reader which he would hhelv have if occa slon 
presented “If 3 ou could sell v our goods i^ ore 
cpickh \ou could do more business with ‘ ess 
capital ’ This w ould get f a\ ounte attetf tlon 
of an> businessman and would induce hit 11 
continue, for the letter indicates his pout 1 °* 
view 


CONCLUSION 

Similarl) with closing Here are 'on 16 
the usual phrases of closing a busmess lett er 
“ Thanking v ou m anticipation of ’ — “ Th an ^ 
mg vou Tandl) in advance We are Dear Sir 
Yonr most obedient c ervants ” or “ Hopii 1 ^ t0 
hear from jou" or “We shall be plea^d to 
Mipplv anv further information ’ etc. l*he e 
detract from the effectiveness of the let* ers 
The end of a letter must not be stilte^ or 
pompous There must be something de^ n,te 
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at the close It is better to say “ When you 
write be sure to mention — ^Please let us 
know just what you want to have done,” 
” which method of treatment do you prefer ” 
or “ Just what you want, I believe,” or, “ This 
is the best offer we have sent out for many 
a day ” Tell the reader “ This is the only way 
you can buy these goods ” or “ These goods 
may be bought elsewhere but not at this price ” 
Never keep the reader in suspense at the 
close When in the body of the letter y ou have 
persuaded a reader to do something, take it for 
granted that he has been persuaded and close 
with such words or phrases as would move 
him to action 


COMPLAINT LETTERS 

The writing of a letter of complaint and 
adjustment thereof are the most delicate art in 
the business of letter writing As in other 
letters the aim to be kept in view in these letters 
is the winning of the customer As such you 
will assume that your complaint will be fairly 
treated and do not assume that you are 
purposely wronged In the letter specify 
errors and injuries and be definite as to your 
loss Keep your temper and be reasonable 
Here is an instance how complaint letters 
should begin — 

Illustration No 130 
Dear Sir, 

We are accustomed to get satisfactory worts 
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from you and we have on several occasions recom 
mended your firm to others. 

But this job v.hich you did for us this week >* 
an exception It is not what we expected etc. 

ANSWERING COMPLAINT LETTERS. 

Ihe answering ot the complaint letter is 
still more delicate It is a responsible job and 
should be carefully treated Otherwise the 
risk is that you will lose a customer and very 
* likely a great deal of goodwill 

The reply must not be curt or formal Jt 
should rather be long than short You must 
take pains to dearh explain your \iew point 
but must not blame the wnter If the cuSto 
mer has a real gne\ance do something extra — 
grant an ungrudging fa\ our Don t howe\ er, 
sa\ that it is hard to believe the complaint 
"k ou must assume that the customer you 
are writing to is honest, and therefore you 
must not disbelieve him Cheerfully own up 
to the error as far as it is the fault of your 
firm and appreciate the customer for calling 
\Otir attention to the matter 

Even if the complainant is at fault do not 
treat him and his letter as a nuisance Explain 
vour point without blaming him but be ready 
to satisfy him 
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COMMON FAULTS OF BUSINESS LETTERS. 

AN HA-WRITTEN LETTER. 

X TERE is a letter, taken at random from our 
file, which will show the type of letters we 
usually receive. 

Dear Sir. 

It is a pleasure to welcome you as a stockholder 
of this Company 

As it is our earnest desire to keep our stock 
holders informed as to the Company’s business, we 
will mad you repots and other information from 
time to time Wc hope that you will find v hat we 
send you are of irtcrest and that we may always 
have the benefit of your suggestions 

The Annual Report for last year will be mailed 
you upon request. 

Your residence address, furnished us as shown 
above, has been entered in our Stock Booh. In 
order that you may receive your dividend chequej 
and other communications promptly, we ask that 
you kindly keep our treasurer advised of your 
correct address Sincerely yours, 

HOW TO IMPROVE IT 

To make this letter more attractive, more 
friendly, more effective would it not be better 
to write as below ? 
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Illustration No 131 
Dear Sir. 

We welcome you as a stockholder of the G B 
C Co Ltd. 

If at any time you want information of ou. 
business, we will be very glad to send it to you 
Any suggestions you mate will be care fulls 
considered. 

If you would lie a copy of last year's Annual 
Report, let us fcnow and it will be forwarded to you 
immediately 

Your name and address as you gave it to us 
when you bought your stock has been carefulh 
noted. Should you change your address at am 
time, won’t you kindly let us know so that all 
communications and dividend cheques will reaca 
you promptly’ 

Yours 

ANOTHER INEFFECTIVE LETTER. 

Here is another letter, written b> a selling 
agent in India of an American typewriting 
machine 

Gentlemen, 

The R. Typewriting machine listed on the 
aTached maintenance Agreement has received free 
mechanical service for a period of one year m 
accordance with the sales contract signed at the 
date of purchase Are you interested ui the 
continuance of this service at a reasonable cost? 

CXir maintenance Agreement service was deve- 
loped several yea-s ago at the request of users who 
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desired efficient mechanical service at a minimum 
cost Periodical inspection will relieve you of 
worry and prevent most troubles before they occur 
There is considerable satisfaction in knowing th-t 
your machine will always be in working order 
msunng your letters being kept in up-to-date finish. 
The cost of replacing worn parts is fully covered — 
your only responsibility is to prevent misuse and 
avoid accidents 

The service which we render under this plan 
has been appreciated to such an extent that th' 
majority of our customers keep their machines 
covered by a maintenance agreement. 

We believe you will be sufficiently interested 
to sign and return the attached Agreement, which 
we have prepared in triplicate for your signature 
2f any (archer tnfaanaetott is desired we will famish 
it promptly upon request. 

Yours very truly 

HOW TO IMPROVE IT 
It should have been written thus — 
Illustration No 132 

When you bought your Typewriter we agreed 
to keep it in first class condition for a year, without 
charge This we have done 

As the year is now up, would you not like to 
have your machine regularly inspected by us so 
that at all times it will be in good working order ? 

A typewriting machine is not unlike an auto- 
mobile, or any othe- piece of machinery It works 
better when carefully looked after 
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If you will sign and return doe enclosed ord^ 
you will have little to worry about, so far as & 
R — Typewriter ts concerned. You can depei 1 ^ 
upon our fceepmg it m good working order for yc/ 1 - 
Stncerely yours 

SOKE COKHOY FAULTS 

\\ e need not go on multiplying instance 
Even the best businessmen in this country a re 
careless about their letters Because Iette rs 
are to be written, thev are written in am for m 
bv anv one — there is no anxiety for can^g 
whether the letter will be effectn e 

The common faults of moat of the lette rs 
written b% our business firms are the u«e P^ 
pVrases tu-u ins&aag *Cne StYiws svYh 
formal These are the commonest faults aP^ 
possibly the worst of all faults which make a 
letter ineffective Other common faults a re 
ob^cun tv of language incomplete expressiP n 
of seme making the letter irritable or di^h 
expressing negative or uncharitable ideas 
It must be alwavs remembered that a bu£ J 
ness letter is not a legal document, and it mtf st 
not be written in the language of law or 
service A business firm is not the secretari at 
of a government It cannot forget or negl^ 
the feeling and sentiment of the receiver of Its 
letter 

\ ou will find the usual commencement 
a busmes reply — “vour letter of — to hancJ-” 
To l and is an old phrase without reallv a* 1 ' 
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meaning It has died out of conversation, \\hy 
pursue it m letters still ? 

We write — we take this opportunity It 
has lost its meaning and has become a dead 
phrase, why use it ? 

Duly is another word without any mean- 
ing in business letters It is a Government 
Department word and has crept into business 
correspondence from there 

1 or your information, Upto this writing, 
1 take the liberty. In connection therewith . 
In reply I beg to advise, are put in to gnc a 
high sounding tone to the sentence There is 
no need of meaningless pompous phrases m 
business letters 

Such closing phrases as Soliciting a cPn 
Itnuancc of your favours Awaiting 
esteemed instruction Anticipating your early 
reply, are put in to fill up and do nothing 
These are out of-date phrases instead of 
which we should better say, “ I shall look 
forward with interest to your early reply,” 
“ Looking forward to the pleasure of hearing 
further from you ” or some such definite and 
lively closing 

Another similar phrase we frequently tise 
is Assuring you of our prompt attention This 
too is a rubber stamp phrase It makes the 
letter dead Better write “I promise that your 
wishes will be respected " 
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PEOCTJKIN'G OEDEES. 

DTUIBAIE SALESMAN. 

‘M’EXT we come to the writing of letters 
'**" that push the commodities into the mar 
het. The order securing letters, as previously 
remarked, «erve the function of an active 
albeit inanimate salesman and as such they 
should posses* all the qualifications of a living 
salesman, ic congemahtv enthusiasm, and 
above all pleasant agreeableness under all 
circumstances A distinct tone of personality 
should pervade the whole letter 

To attain the greatest success m writing 
sales letters you have to study the nature and 
mentality of your prospective buyers and so 
adapt your style of writing and thought as to 
be agreeable to them. Your purpose is to win 
them over to your side by offering them better 
service and make them permanent customers. 

Thus their needs would require a careful 
study and the most opportune moment be 
sought to make them your offers. To cite an 
instance the offer of tea seeds should be made 
to tea planters and not to indigo planters; 
moreover, it should be presented inst before 
the time for actual purchase of the seeds 
arrives. 

M2H.12, 
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STUDY Or ARTICLES NEEDED 

To induce others to purchase jour article, 
jou should have a thorough knowledge of jour 
own commodity from the very beginning of 
its construction to the utmost detail of 
its purposes and uses, and be supremely con 
fident of its merits You should also study 
similar articles marketed bj your competitor 
and should possess a fair comparative idea of 
their merits and defaults 

Another consideration to be taken into 
account in composing sales letter is a know 
ledge of what jour competitors are about and 
their method of merchandising, and business 
system This will enable you to hold out 
greater facilities and advantages to jour 
would be bujers, this may thus carry weight 
in the final settlement of the order 

ARRANGEMENTS 

The nicthods of arrangement and the 
development of the subject matter should be 
done on lines detailed in our previous chapters 
A number of points to be followed generally m 
getting up the subject matter has also been 
stated, it will be useful here to discuss the 
application of those principles in particular 
cases 

A sales letter should hive in view a two 
fold object, tMc to effect a particular sale and 
indirectly to secure a permanent customer, 
although the last is impossible without the 
first To attain this, a sales letter in the usual 
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way may well be divided into three parts 
^ the introductory the development and the 
po mve do c e. 

introduction or sales letter. 

Well begun is halt done is nowhere 
more ture than in letter writing Make a 
brilliant enthusiastic start and not in con 
ventional hazy and hackneved stvle \n 
enthusiastic opening will instantaneously m 
terest the readers and let this be the keynote 
ot what tollows later on 

We annot do better than to note here 
the iollowmg point', which a success! ul letter 
writer recommends in making a start Give 
omething dehmte — the very keynote oi 
vour thought — at the very beginning with a 
homely personal touch Plunge direct into the 
midst of vour «ubject and then divulge vour 
plan as a whole without breaking interest 
This has produced good results and has otten 
«ucceeded where long round about introduc 
tions hav e failed Mark the lollow mg open ng 
paragraphs culled from several successful 
letters. 

Illustration No 133 

“ Fourd a Carbon Recover that costs bid'", 
does rudi ” 

Illustration i\<j 134 

“ You a-e seekxrg business abroad You 
fcekese when foreigners know ycut goods they will 
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buy them. You feel that as they begin to know 
them better they 11 buy more Very likely you are 
quite correct But do you know definitely whit 
those markets want’ " 

Illustration No 135 

You can save 4 as per gallon on >our 
gasoline on every gallon you buy from to-day 
forth The plan is simple 
Such openings are never ineffective a> 
the reader at once percetves especiallv if the 
letter is discreetly directed that a perusal 
would end in some profit for him and naturally 
his interest in the letter is throughout mam 
tamed 

There are plenty of other means of start 
ing letters effectively Some u^c catchv 
mottos and phrases Sometimes an appeal is 
made to the individual interest or occupation 
of the reader or to his desire to learn the 
latest developments Many illustrations have 
appeared in previous chapters and many 
follow 

DEVELOPMENT 

Development of what you assert in the 
opening paragraph should now follow Various 
ways in which this can be accomplished have 
been suggested Of them the following five 
points are most notable viz (1) by descrip 
tion (2) by telling what the merchandise will 
do, (3) by explanation (4) by argument and* 
(5) by simple narrative 
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BT DESCRIPTION 

Descnptn e matter u s ed in course of 
de\ eloping \ our a^ertion «bould be retre e hing 
and should be capable 01 conjuring up a picture 
m the mind of sour reader Much depends 
upon an intelligent selection of the details to 
be described Too lengths ones maj be tire- 
some to the readers while too short ones would 
be hazs and usele^a In describing u'e a 
simple and comprehensis e style and write of 
the appearance, beaut} , size, colour and special 
jeatures ot jour commodities. 

Illustration Ao 1)6 

Let your office bos do your calculations. 

He can do them — and do them quicker and 
much more surely tain an accountant, with the 
help of our Acme Addirg Machine. 

The Acme is an adding machine m nunia 
turn — but it will give you as good a se-vice and as 
long a service as any s.andard machine ard cost 
you very much less. 

Less than the size c£ this pag*-, the Acme 
weighs only 5 lbs. ard is fctult thoroughly of the 
best steel that money can buy Fo- portability and 
d*pendabiht\ , the Acme stands alone. 

And then, its simplicity 1 Anyone even your 
o Sice hoy, can leam to operate it infallibly m fise 
minutes. Jus' press the keys, and the Acme dees 
the rest. 

The Acme saves time, money, -nd bram—and 
sales them twice because it never makes mistakes 
wh.th have to he rectified later Try r for invoices, 
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day book entries, cash balances, ledger posting — an) 
figure work which needs absolute accuracy. 

BY ALLUREMENT. 

The next way to develop your idea is to 
look lit the subject matter from another angle 
of vision and to depict in glowing language 
what the article introduced has done and is 
destined to do in future The advantages 
which the addressee would derive from the 
purchase of the goods should be particularly 
mentioned, although nowhere indication 
should be made that you are eager to sell them 
Illustration No. 137. 

There is something for you among Paints, 
Lacquers, Sums, Japans, Colours and Enamels— 
whether it be for maintenance or decoration of 
property or whether for use in the manufacture and 
‘finishing’ of your product. 

For more than half a century we have taken 
over our client’s paint troubles and we are ready to 
do the same with yours They are no trouble to 
us as we have the long experience behind us and 
the most up-to-date manufaetunug facilities with us 
We are ready to do our very best for you 

Catalogue, show cards and the visit of a practi 
cal representative free on request 
BY EXPLANATION. 

Developing by explanation, though often 
confused with the preceding two methods, 
stands as a distinct class Here neither the 
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whole description nor a complete list of uses 
is supplied- Simply the distinguishing tea 
tures or the points of excellence are brought 
to view as t£ to induce the reader to bu\ this 
in preierence to others in the market 
lHustntm So I3S 

Baneqees Facsimile Letters are real personal 
letters because they are prated through a rihfcon and 
the names and addresses match exactly the fcodv 
of the Icttr* 

By using them you can send out persona! 
letters to your cus torrers a' much less cost than 
indiv i duall y typewritten letters. 

Serd for part i cu l a r s and prices. 

BT ARGUMENT 

Arguments should be used with proper 
caution as not to end in obstinacy In this 
instance facts and figures are quoted and com 
paneons and contrasts made with prudence 
without reflection on other merchants 
Ilhsrrjnort No 139 

Time is Morey 

And Uniform Time throughou* all the wort 
shops and efrers a essential. Our patented o~e 
Master Clock controls any n u m ber of Recemnc 
Ooda and Time Recorders and thus ever 
employee ‘ clocking m’ registers to ore uniform 
erne of your establishment — a saving of erne, tetri 
per and trouble. 

Mos* suitable for cfSees, schools and coFeces, 
faaooes and the home. 
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Any design of case or clock face can b* 
supplied 

A visit of inspection at our workshop is invited 
at any tune on the week days 

BY NARRATION 

Lastly, a simple narrative form is made 
use of in developing the idea When couched 
in a simple chatty style with due recognition 
of the tastes, conditions and needs of those 
approached, it is both pleasing and effective 
Such narration of the story of your products 
will be interesting and productive of results 

CONCLUSION 

The last part of the sales letter should seal 
the gradual winding up with a clincher, the 
nature of which has already been treated 
Suggest what the reader should do in this case, 
ask him to have a trial free of all charges, 
send him a sample or show him a pattern, 
offer a clear guarantee and induce the reader 
to make an immediate purchase lest the con- 
signment may be exhausted 

Do not however enthuse too long Avoid 
extravagant qffers When your entire propo 
sition has been presented and enthusiasm of 
your reader has been keyed to the deciding 
point, do not weaken your argument by addi- 
tional phrases but close in good time Here 
is an instance which gives all the points in good 
sequence and has a good timely closing — 
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Illustration No 140 

‘ Found, a carbon remover that costs little and 
does much 1 
Dear Sir, 

You’ve found it 1 An inexpensive mixture that 
does the work. It saves time, trouble, temper — and 
who'e of your shining silier as the year rolls round. 

You want this You reed it right away II 
saves repair bills and engine troubles. It increase' 
the power and speed of your car from the day you 
use it It’s one of the few things that cost Little 
and are worth a lot. 

By mixing several common chemicals, bought 
at any drug store, with petrol, you have a carbon 
remover that goes right in, loosens all carbon in 
yotir cjlmder and cleans the valve, piston rings, 
exhaust pipes and muffler 

You don’t lose the use of your car for a 
moment. The carbon remover gets in its work while 
) our car is running And it does the job thoroughly 

This means cash to you. It also means 
troubleproof car Your engine will develop its 
maximum power, run smoothly and pick up speed 
at a touch of the throttle You get the maximum 
mileage out of each drop of petrol used. 

Send us srmJi scamps worth rupee one m an 
envelope to-day An M O also will do. Get 
these nght off in the mail and we will send you a 
full bottle of this money saving fluid, so that you 
soon see for your If just what it will do 

Every day you delay costs money 

Yours truly,” 
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SELLING SERVICE 

TWO BROAD SUBDIVISIONS 

T?ESIDES catering for direct sale of mer 
chandise the sales letters mav be made the 
vehicle of offering one's services investment 
policies, real estates, properties etc 

To study the mode of construction of a 
service letter, the subject may be profitab!) 
•divided under two broad heads namely those 
requiring manual labour and secondly, those 
requiring brain work It need not be men 
tioned that a sharp line of demarcation 
between the two is impracticable it being 
difficult to assign where one begins and where 
one ends 

As illustrations we may, however point 
out that building, repairing printing decorat 
mg, etc , would not be perfect without manual 
labour and consequently make up the first 
group while writing of advertisement, survey 
ing auditing accounting etc tax the brain 
more and fall under the second group 

POINTS IN SERVICE LETTERS 

The development of a service letter should 
lake place on the line suggested in the ordinary 
business letters Care should be taken to have 
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the arrangement of the subject matter m 
logical sequence with no break in the link 
The paragraphs m the bod> ma\ follow the 
following order 

1 Enthusiastic Opening 

2 Presentation of Purpose 

3 Arguments 

4 Convincing Proof 

5 Climax. 

The bodi of the letter should conform to 
the above divisions as much as possible but 
nothing about the style and language of the 
letter can be mentioned m general The text 
should be modified according to the service vou 
offer 


DEVELOPING THE POINTS. 

To help developing the points above 
referred to the wnter would do n ell to ponder 
over the matter in the following three connect 
ed grooves 

(1) What are needs of customers 

(2) See if 3 our services ma> be of an} 
advantage to i our customers and 

(3) Finall} tr> to convince them of the 
superiority of 3 our service 

The three above are of the prime 
importance in writing successful letter* 
"iou are to point out such needs of 3 our 
customers as rou are most fitted to fulfil with 
slolL This means a stud} of the characters 
likings wavs of livng etc. of the customers 
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Moreover, the same letter cannot appeal alike 
to the businessmen lawyers, doctors, stu 
dents, mechanics, workmen, etc Letters 
addressed to each of these sections of people 
should be written individually to attain the 
greatest result One may not be conscious of 
the need you refer to By argument and con 
vtnctng facts you are to arouse his interest and 
bring home the need to his mind and prompt 
him to action In fact, you are to uncover the 
needs of the reader and speak out your 
thoughts m a homely manner which are more 
or less to be determined by surroundings, 
associations, social standing, etc of the 
customer 

Having aroused the sense of need you are 
to hold out solution how this can best be met 
by your service In passing it may be 
remarked that unless your proposition is 
made to the right person, at the right moment, 
in the right spirit, your letters will bear no 
fruit The purpose of the letter should be to 
make the reader feel vividly a need and connect 
it with your capacity to satisfy it Con- 
sider his interest from his point of view with 
enthusiastic tone, pervaded all through by 
sympathetic tinge and intelligent understand 
mg of the matter 

Finally convince the reader of the high 
order of service you offer You may point 
out how you are fitted by education, training 
temperament, experience, etc, for the 
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particular line you mean to serve The 
special distinguishing features of > our services 
and details of the work may also be given 
proper space to 

TYPICAL ILLUSTRATIONS 

This letter giving explicit details of how 
the Hospital Association Service is handled 
w ill be interesting 
Illustration No 141 

It means many things for you 
A doctor whenever you need one, at y°u* 
home, at your office, at the hospital — anywhere, 

A trained nurse whenever you need her. 

All methanes and surgical dressings presented 
lay ysir ^hyswaasx. 

An ambulance whenever you may need it. 
Your hospital bill all paid, 

A whole year’s protection for you m sickness 
or accident. 

And no eramination no fuss no red tape. no 
trouble to you — all you pay is $ 10 for the whol* 
year — 16 if you are married £ 4 for one child, 
$ 3 for each additional child. And you neednt 
pay it all at once but can pay m small monody 
or weekly instalments, whatever is easiest for > ou - 

A DENTISTS CIRCULAR. 

Here are extracts from an excellent 
service letter <;ent out bv a dentist winch 
convinces because it shows such a keen 
understanding of what the reader wants 
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Illustration No 142. 


If your teeth or those of any of your family 
need attention right now, I will be glad to examm* 
them and give you a frank, honest opinion, free 
of charge 

So many physical ailments are due to imperfect 
teeth, that it is unwise to neglect the smallest trouble 
of this kind, especially when you have a dentist 
nght in the neighbourhood, and can easily remedv 
it before greater damage is done, both to your teeth 
and your general health 

A COLLECTORS PLAN 

Another type of service letter comes from 
a collector, who has a special plan that con 
vinccs because it distinguishes his methods 
from the ordinary 


Illustration No 143 

Now — no matter how busy you arc no matter 
how big or important your other mad that came 
with this — make up your list of long dues nght tht» 
minute 

Get ’em off your books, off your mind, off thetr 
consciences For they have consciences, and well 
show you how easy it is to reveal them Ah, yet, 
our system of collection never fails to locate the 


conscience and the cash 

Through efficient, earnest, enthus astic effort, 
we have perfected a collection service that goes 
farther than any other And, wh ere othefj migh t 
leave off, our system js like ComBl^^a Wrrryjjl 
has not yet begun to fight’’^ * — - 

* a 
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A WRITERS SERVICE 

An editorial and writer’s sen ice — con 
imces bj telling what has been done lor 
others 

Illustration No 14-f 

And listen 1 We know, by long experience, 
there are lots of men and women really unconscious 
of their own ability, until our reading of their 
manuscript discloses the grouvdnork. of a genutn* 
literary gtft That elusise, strange poser oft 
slumbers within them, all unawares. Or, if they 
are aware cf it, more often the ambition 
is bu r half awak'ned, as is manifest in the 
’script they write — until an intelligent reading 
at expenenred hands, and the pointing put 
of certain simple faults of teomique, unexpectedly 
turns on the b-oaj searchlight cf realization. 

And from that day th-y begin to write, write, 
wnte, w-th a strange, new, wonderous fire, a freedom 
and a mastery of description test aston_Jies all their 
friends, loved oo-s, and delights the ’script buyC'S 
who are eager and anxious for the s ones and plays 
of new writers with all them blithe, vivacious new 
ideas, youthful colouring, unique plots, and novel 
things 

CHECKING THE LOSS. 

We are reproducing in full a splendid 
sertice letter that (1) uncaters the reader’s 
need, (2) links that need with the writer’s 
.abihtj, and. (3) carries unmistakable comae 

tjafl 
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Illustration No 145 

‘Warning 1 Look our for the little expense 
mice that gnaw holes in your profit 1 ’ 

Dear Mr 

Beware of the need ess leaks • Catch the un 
expected lo*ses 

No matter how sure you are of your books of 
account, little elusive drains are costing you some 
thing every day Let us prove this to you We 
can come into your office nghr row and point out 
many vital economies you can put into effect at 
once 

Like other busy men you’re too clo-e to your 
business to see these defects losses So are your 
employees howeier efficient It takes somebody 
from the outside You’ll acknowledg* that 

Your clerks are honest competent hards' But 
they’ve had 1 ttle opportunity to study t l e newest 
loss-checking things in accountancy, tl c minimizing 
of your overhead 

We can save you a thousand times the cost 
of your service And we can do it right away 
Your business may be economically run but it 
should be absolutely loss proof and we’re ready to 
make it so Where we’ve made audits, the system 
is perfect, the expense is scientifically held down 
Let us go over your books and do the same for you 

Find out at once what this examination wo uW 
mean Mail the enclosed card to-daj It merely 
brings us to talk things over Not the slightest 
■obligation 1 And our visit will result in suggestions 
you’ll appreciate 
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Fill in the card. Mail it now It’s a mor ie > 
saving mow You’ll be glad you made it. 

Yours for Efficiency and Econo/ 11 !* 
INSURANCE POLICIES 

In order to sell insurance policies the vi ta * 
need is to reach as large a number of prP s 
pects as possible and have their interest 50 
'•timulated as at once to stir them to actiP n 
He must be appealed to (1 ) through sentiment 
by holding up a picture of how helpless 
dependents will be tf they are left without a n y 
means of support, (2) through ^elf interest b} 
di^cus^ing the financial advantages of the p ro ~ 
portion, (3) through reason, and finally (4) 
through pride by pointing out that no fo re 
sighted thinking man is without such Qotici es 
We give below an evample — 

Illustration A r o 146 
Dear Sir, 

If a man told you you d'-dnt support y ouc 
wife and children, you’d be ready to knock I 1 ™ 
down. Yet if you die without leaving any m* ur 
ance, that’s just what you will have done Y 001 
dear ones will be unprovided for They will be W* 
out in the cold. They will be dependent uf°’' 
others- 

And you, the kind father, the loving husb^d 
who denied them nothing in your life — who g, a> ’ 
them your all, wxlhngty — you will h*ve left th em 
in just that fix. Not because you meant to dtf lt * 
ixit because you were just a bit thoughtless. Y 00 
didn’t realize life was so uncertain. 

V1ER. 13. 
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Stop and think a minute The “’"Flu ’ ef M ^ c 
mic has proved that the health est men are sc >nw 
times the quickest to go Their lives are snu^ 
out like a candle — sometimes m a few hours — 

Influenza killed thousands — 

It left thousands without support — and tl ieSk - 
unfommare people might have collected wsura^' 
money all their lives 

You are now alive and well Everything is 
right as long as you are lere to prov.de for yW 
family Insure vdule you can Protect your Io* ,{ d 
ones against the uncertainties of Provider lcc 
Don’t be the man who would’t listen Insurance u 
vitally important to your fendy’s future Nov/ 
the time to act * 

Fill out the etvdosed. card. It is tni* c 
important to you than it is to me I have the ngm 
policy for you, at a pnee you can afford You v™ 
never be sorry you took this step to-day 

DEVELOPING ARGUMENTS 
lit the letter above you are merely trying 
to get an inquiry from the prospect showing 
him the absolute necessity of the life insurant 
as a whole — not of any particular life insu r 
ince Next comes the business of folloivifJff 
up your inquiry getting letter with the strong 
reasons why the insurance you offer is the be?* 
that can be had Here is your sales talk 
what your policy can do Tell what it can d 0 
for his particular cas>c This gives the much 
<1 cm red individual touch Write your letted 



skilfullj along these lines, lollovving the 
points as we have suggested — 

(1) The elements of the model letter 

(2) The logical arrangement of jour 
subject matter 

(3) The argument — arousing jour 
reader to his immediate need ol insurance 

(4) The clincher — the particular adap- 
tability and superiority of jour policj 

If jou follow these points carefullj, jou 
will be surprised at the good results 

This may, however, move to action anj 
prospect who does not carrj anj life policy, 
but when a prospect alreadj carries life 
policies he should be approached w ith different 
propositions. He should be convinced that 
the amount insured b> him is quite insuffi 
cient and so forth, he can be asked to make 
* endowment policies if he alreadj holds life 
policies and \ ice v ersa 

Below is given an instance of a Lite 
Insurance letter (an actual circular from a 
U S \ Companj) that fits man who carries 
no insurance as also the man who carries 
some 

Illustration No 147 
Dear Mr Brown 

A sensational new life insurance contract has 
just been developed that combines all the best 
features of all the best polices rolled mto one. It’s 
the marvel of die age, bached by 150 millions of 
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assets Its liberality, its broad, dating features Wf 
amaze you It does things no policy ever did 
before And with all its wonders, it is low paced. 
Think 1 — it pays wife 5 per cent on principal sum 
for life, 

—and she gets £ 50, £ 100, £ 200, % 500 a 
month in advance , 

■ — at her death, the full amount of the policy 
goes to your children or estate, 

— also covers you against accident and div 

— and your wife gets double, and your 
children get double, if you meet with fata! 
accident, 

— if disabled by accident or disease you pay 
ro premiums, but the company pays you 
a monthly income for life, 

— yet what you draw doesn’t come out of 
the policy, # 

— and your wife also gets her 5 per cenr 
for life just the same, and your children 
get the full sum when she passes away 
Th.s new policy is a masterpiece of insurance 
No thoughtful man can overlook jl It makes ever, 
other policy seem obsolete, narrow, small Every 
alert business, professional, salaried man and wag' 
earner must get this startling new contract. He’s 
cheating himself unless he does 1 

You will reproach yourself if you don’t mvesti 
gate it, no matter what insurance you now cany 
So I’ve arranged to give you complete information 
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about tins policy with the least waste of your t 30 * 

and mine Fill out the enclosed Mail t o-&f 

You’re not doing me as big a favour as yd° re 
doing yourself* The policy will prove it. 

Sincerely yours, 

THE ALL-IMPORTANT PROBLEM. 

Here is the first and all important prob- 
lem oi the insurance-selling letter at v.hat 
particular Mens and ideas, at what phase °f 
human nature, must the letter be aim e d? 
For the insurance letter is a personal matf er 
It appeals to personal traits It is not 50 
absolutely a business proposition as selling a 
bo\ ot collar*?, or inducing a man to paint his 
'nou^e. In an insurance 'letter yon appio** 4 
him largelv through. 

. (1) His sympathy 

(2) His natural affection for tb°se 
dependent upon him. 

(3) His self interest, show him it i® a 
*?ound investment. 

(4) His sense of logic. Make him see 
the folly of remaining unprotected 

(5) His interest in what is newer And 
better Set forth <ome feature of your pohey 
that is distinct and unique 

(6) His sense of values Set forth the 
'unequalled benefits revealed in the terms of 

your policy 



m MAIL ORDER LETTERS AND METHODS 


(7) The value of his time, appeal to the 
busy man who wants insurance, but is too 
occupied to go after it 

(8) His liability to death, fire, or acci 
dent, which is probably the strongest appeal ot 
a 11 


SELLING PROPERTIES 

To effect sales of farms, gardens and 
buildings, etc , nothing is more important than 
well written sales letters Inform the pros 
pect the minutest detail of the estate so 
that he may have an accurate picture of the 
whole in his mind If it is a building, state its 
area, plan of building, air and light, location, 
conveyance and other facilities, surroundings, 
etc If it is a farm, mention its area, nature 
and yield of the produce facilities of irriga 
tion and transport, etc One of the greatest 
mistakes is to overlook these minor points 
Nothing in fact should be left by the writer 
to be taken for granted The distmgu shtng 
and important prospects should be narrated 
with consummate prominence and forcefulness 

Business property also often changes 
hands The main thing to be borne in mind in 
this instance is to conjure up the big prospects 
of the business, the stocks in hand, the assets 
and liabilities the class of customers j ou com 
mand, the reason of your disposing it of and 
So on The splendid situation of the business, 
the low price at which it is offered probable 
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returns from investments may be dulj referred 
to 


INVESTMENT LETTER. 

Investment policies securities, shares, 
etc , are often to be sold through the medium 
of letters The main po nt to be laid stress 
upon in the letter is the stability of the capita! 
one invests, the feasibility of receiving the 
invested monej at anj time he likes the high 
percentage of dividend which his mone^ will 
win and the chances of further appreciation 
of the value Greatest emphasis should, how 
ever, be paid on the eafetv of the capital and 
the interest and the reliability of the propos' 
tion The small investor who has managed to 
save a email sum of monej and wants to invest 
it sees first of all, it his mone> is secure ev erf 
if no high interest is available while men with 
speculative turn of mind can even undergo a 
little rich in anticipation ot a big prospect 
The letter and prospects should be modelled as 
to interest both kind of investors. 
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FORCING FUTURE BUSINESS 

A REGULAR CAMPAIGN 

A MODERN business house docs not and 
should not rest satisfied with conducting 
the current volume of business It should 
take up a regular campaign of work to 
popularise its goods in the market and gne 
them wider and wider publicity , however, well 
known in the market the) might be Man) 
business firms ha\e been found to come to 
grief on stopping their publicity work when 
their goods have once obtained popularity A 
field for future business operation is to be 
created bj the organised efforts of the present 
da) Man) fail to see the utility of this, but 
the records available of the big business houses 
suppl) indisputable evidence that the construe 
tive schemes of the past have led to the e\pan 
sion of their present business It now stands 
as an axiomatic truth that future business of 
a firm depends in the same sense on the cxer 
tion and organisations of the present times as 
the present volume of business does on the 
manoeuvre of the past In short the atm 
of all houses should not be confined to satisty 
ing the demands of the customers but should 
include the onerous task of enlisting new one* 
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by holding out prospects of greater and bigger 
service. 

OITER or SAMPLES 

Offer of “samples is the first element in 
the successful preparation of the field tor 
future business The letter accompanying 
such sample should enkindle in the reader an 
enthusiasm to look for the sample and open it 
v\ ith interest and concern 
Illustration No 148 

Found out at length * A toilet preparation 
that excels all classes of totlet-snow of even the 
best foreign manufacture. 

We send you a sample bottle of this new 
preparation that is now running in the market and 
when you try it you w31 certainly appreciate the 
quality 

The literature accompanying the sample came» 
a message that is readily understandable — how to 
equip your toilet board m the most up-to-date and 
economic manner. 

The accompanying sample will give you th~ 
most practical demonstration of the immense sooth 
mg effect it produces on the slan — even the most 
delicate. 

We await your command and if the threat of 
the coming winter has anything to trouble your 
skin, you cannot delay your deemon- 
omm or fremiuks. 

Offer of premiums and other advantages 
in selling goods induces mam men to go in for 
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business and produces the best elements for the 
preparation of the successful field for future 
business Below is given an instance of how 
extra saving can be effected by coming to shop 
<arly 

Illustration No 149 
Dear S-r J 

Here is something intensely interesting j 
bargain that calls for immediate attention of all die 
frugal house holders 

We offer you absolutely free one Muga shirt 
if you purchase from our store four such at a time 
We have recently secured a big stock of the very 
fine Assam Muga cloth and before the summer 
purchasing season falls in, a big opportunity is pre 
sented before you if you effect your purchase 
now before every man rushes in. 

we want you to pay us a visit And at your 
very earliest opportunity We want to give you the 
fullest advantage of a wide selection And we 
want to prove to you the Tremendous saving w- 
ire able to offer 

On every order you place with us on the Assam 
Muga — may it be the shirt or the complete suit — 
you can make a saving of 20 per cent, if you don t 
delay in coming to us. Moreover we undertake 
cheerfully to refund the money on all goods not 
satisfactory 

Trusting that you will come to sec the wonder 
ful stock very shortly, We are 

Yours for economy. 
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INVITATION TO TAKE A JOY RIDE 

The following is an instance of an mgeni 
ous letter which is a common method ol 
approach in creating a future field of business 
m the automobile trade It is all the more 
effective as the letter is written with simph 
citj and restraint with no strenuous effort to 
exploit the merits of the ware 
Illustration No 150 
Dear Mr Dutt, 

Thu is a cordial invitation to you to go tor 
a nde in a. Peerless automobile. 

ill you be my guest for a little spin upon the 
assurance that it will not put jou under the slightest 
obligation 9 

Furthermore, I promise that under no circums 
ranees will you be unoo rtuned to buy In facr, I 
won’t eipect you to buy — I simply want you to get 
acquainted with the Peerless. It has proven to be 
a self -selling car And after you have ridden in it, 
if you do bu) a car later on, you’re not likely to 
choose another make 

Simply I make these few observations, purely 
on your own account, for your present information 
and future guidance as to what the Peerless reallv 
represents in modem motor car construction and 
value 

Upon these may I hope you will nng when 
the tnp will be convenient 9 


Yours very truly. 
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SECURING TESTIMONIALS. 

UTILITY or TESTIMONIALS 

CECURING testimonials is a wonderful job 
^ and e'.ery one knows how those little 
certificates broaden the foundation of future 
business This m itself is an established 
business in Europe and America and there arc 
people in those countries who hmass their 
fortune b> securing testimonials for market 
able preparations 

FLAN A SERIES 

The testimonials are general!} secured b> 
a series of letters between the testimonial 
getters and the big people whose certificates 
count In the first place samples should 
be prepared and sent to the selected list of men 
from whom testimonials are required together 
with a letter, a model for which is guen 
below — 

Illustration No /?/. 

Dear Sir, 

A wonderful thing that is now being manufac 
tured by the National Drugs Ltd , is the sugar 
coated Tea Tablet that is destined to replace dust 
tea and all the troubles of preparing it for the cup 
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Indeed it is a thing that combines all the fresh- 
ness and flavour of the best tea in the market with 
proportionate fineness of sugar and milk made into 
tablet with the result that only by the addition of 
hoc water the refreshing dnnk is made for immediate 
enjoyment. The sample p hial enclosed will prove 
this to your best satisfaction — even more. 

The manufacturers are preparing to get up 
some very handsome catalogues, circulars, etc whicn 
thev will have printed m lots of 10,000 They will 
also use the highest class magazines, and newspapers 
m advertising their goods. Only the very best 
people, in various walks of life hate been favoured 
wadi sample packages, and testimonials will only be 
used from people of national reputation. It will be 
a real honour to get mto the announcements of 
The National Drugs Ltd., with a testimonial It 
will be dean and high class. 

May we not class you one among them 9 
This might or might not produce some 
response Host e\ er, the manufacturer must be 
reads with another letter in a week 

Illustration No 152 
Dear Sir, 

I am writing you personally to-day to enquire 
if my first letter together with the sample of Tea 
Tablet duly readied vou. I am absolutely sure we 
have an article here that has something vital to do 
with decreasing the immense trouble and loss of 
tune that the people of the world has to run through 
for the preparation of their per morning dnnk. I 
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trust the preparation is being used and is proving u, 
you what I claim for it— as is the case with severa 
well known people I have just heard from 

If the first package pleased you and another is 
desired for confirming that satisfaction I am pre 
pared to send you a second phial 

In the meanwhile as the proposed literature i 
being prepared I am aruious to have your opinion 
of the preparation 

This will perpare the recipient and infill 
cncc him to consider the certificate, and the 
offer of publishing the name m the high class 
and widely circulated catalogue, will generate 
m his mind a desire for action A third letter 
at this psychological moment will he most 
\aluable — 

Illustration No 153 
Dear Sir, 

While I am keenly waiting for your opinion 
I am receiving lots of letters from persons who 
received the sample package, testifying most highly 
as to the real merit of the novel preparation. 

The catalogue is about ready to go to the press 
and a line from you even now would be more than 
appreciated 

Yours very truly, 

This is likely to secure a few good testi 
momals As fast as several testimonials come 
in they are photographed and plates are made 
Trom those neat impressions are taken and 
sent out together with the fourth letter 
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Illustration No 154 
Dear Sir, 

Important letters highly testifying the merits 
and conveniences of the Tea Tablets are coming 
in lots from people who count in our country You 
are now one of the very few we are waiting to hear 
from 

The proposed catalogue is already with the 
printers and the illustrations and facsimile letter, 
specimens of which arc enclosed herewith, are near!) 
ready 

Our catalogue ts attended to be complete with 
opinions from people of national reputation and 
as such we value your opinion so much as noc to 
miss it. 

We wish you to take the important step now — 
to-day 


Yours etc 
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FOLLOW TJF 

UTILITY Or FOLLOW UP LETTERS 

a businessman who is in the market 10 
create a field for his wares or effect di rcct 
sales to the consumers the utility of the foil 0 " 
up letters cannot lie too much j raised ^ 
single sales letter cannot general!) interest tht 
prospect specially if the article or the proj>° S! 
tion is little known or has no particular «?l ,u 
tation Lven for an established product a 
follow up letter nnj sometimes he found de 5,r 
able and profitable 

Two classes of follow up letters 
general!) required First when direct sal*- IS 
desired and second I) when the object is to 
keep the name of the article before the pub' ,c 
e>e 


ARRANGE A WELL-PLANNED SERIES 

The either class of follow up Ictt*- 1 '*' 
should be arranged m a definite progress 1 ' 
senes comprising from three to six or m° r ^ 
separate messages according to the need °* 
circumstances The first letter in the folld" 
up senes should be the letter which is to ^ 
followed up — that is the first letter sent ,n 
answer to an enquiry or the first selling or 



FOLLOWUP 


*03 


collection letter In other words, the senes 
must be logicallj planned from the \ er\ begin 
rung if it is to have the desired effect It is 
the failure to appreciate this fact that explains 
vvhv man) really good follow ups fail to pro- 
lute the desired results 

While it is not alw a) s possible to plan a 
complete selling campaign in ad\ance, it is 
both possible and reasonable to plan the gene 
lal principle, leaving the details to be changed 
as would be dictated b) circumstances \s 
the prudent business man insures himselt 
against loss b> fire or theft, so the good 
business correspondent should insure his 
selling campaign against failure b) taking 
thought for the morrow, and preparing the 
\\a) in his first letter for other letters that ma\ 
tollow Indeed, so great is the cumulative 
effect of a properlv planned series of follow 
ups, that the best men m the profession make 
it a rule not to use ev er) argument or induce 
ment in their first letters but to keep some 
•shots in reserve for the need that the) know 
will arise Cautious foresight wins mam 
a business battle that would otherwise be a 
disastrous defeat 

There is a bit of selling pS) chologv in this 
that is worth considering Man) persons 
make it a fixed, if unconscious rule never to 
respond to the first attempt to enlist their 
custom The) ma> be slow to arm e at a deci 
Sion, overcareful m judgment, distrustful of 

MER. 11. 



”10 MAIL ORDER LETTERS AND METHODS 

themselves or of the wily salesman or just 
mentally lazy , and they hav e been trained by 
the mail order salesman to sit back and wait 
for a better proposition It is no longer con 
sidered good business practice to follow up the 
original proposition with successive cuts in 
price such practice is manifestly unfair to the 
first purchaser and stamps the house as trying 
to get an unreasonable price for its goods It 
is considered proper for a follow up to extend 
the term of a limited offer to make special 
concession in the manner of payment to send 
goods on trial or approval or to resort to other 
selling methods that at once maintain the dig 
nity of the seller and suit the convenience or 
whim of the buyer It remains, tnerefore, for 
the writer of follow ups to exercise his 
ingenuity in presenting his proposition in new 
lights 

PLANNING THE FIRST LETTER. 

In a scries of follow up letters the first 
should confine itself to making a strong clear 
but brief Statement of tbe proposition depend 
mg for much of its selling force upon the 
actual value of the good*, offered and the ex 
planatory printed matter accompanying it, it 
should leave to the follow ups more detail 
cd expansion of the general line of argument 
Each follow up siiould contain an additional 
reason wrhy the reader should buv reinforced 
perhaps bv the experiences and opmion> of 
others who have already purchased 
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It is not wise however, lor a fir t letter 
or am of the follow ups to suggest that it is 
one of a senes Each letter in the senes 
should give the impres ion ot finality either by 
fixing a definite time limit, b\ predicting earlv 
exhaustion of the goods offered or bv its tone 
and its in i«tem.e upon quick action Never 
upbraid the reader ior not taking advantage 
of previous offers or even make am passing 
reference to them It there 1 a sound reason 
for haste on the reader s part the follow up 
mav properly refer to the onginal offer 

PRESENT A VEW VIEW 

The follow up that is most effectiv e in the 
majority of ca«es the one that gives the 
reader a new view of an old situation, a new 
reason to accept an old proposition Such a 
letter is handled much like a first form selling 
letter except that it i» shorter and terser in 
order not to wear} the reader It requires the 
same care in the handling of its opening and 
dosing paragraphs, and it mav resort to am 
of the tacts that will give it individuality and 
induce the recipient to read it through 

Le* us prepare a senes of letters mduding 
the first letter on the sale of an inspiring Book 
— The Greater Achievement 

Illustration Na 155 
‘Dear Friend, 

Stop and read tins letter — no matter how busv 
)tcu are. You may be deeply gra^ful that you did. 
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We have published a Book that means world 
to you 

Evcty man, every woman, indeed every student, 
should read “ The Greater Achievement," no nutter 
what his or her life work may be This wonderful 
book shows you how to be more, have more and 
do more It is rich with priceless information, 
valuable advice, great surprise inspiring truth It 
is the book you should read right away 

It tells the great helpful thing that books rarely 
tell It ts a revelation A book of thousand 
wonders * 

It shows you the road to prosperity, health and 
happiness in ways without end It’s for the man 
or woman who has groped in the darkness of un 
cerutnty— who has wondered, wished and wanted— 
who has longed for success and wellbeing and 
contentment 

“ The Greater Achievement ” is making new 
people every day It comes mto your life like the 
dawn of a new day It is a flood of clear hgh' 
that dispels darkness and builds new courage and 
fresh hopes from the hour you read it 

This book means more to you than any book 
you ever read. Although the price is Rs 5 we zr 
sure you would not take Rs 500 for it after reading. 

We enclose you an order blank, fill it up, 
writing your name and address very plainly, so dut 
there be no mistake Then pm a five rupee note to 
rh- order blank and send it to us m the enclosed 
self addressed envelope 
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We know >ou will be overjoyed with tbe con 
tents of this wonder volume. In your boundless 
enthusiasm you will be eag'r to lend it to all your 
friends and want them to enjoy the many inspiring 
things >ou have discovered. 

Send jour Rs. 5 for this book to-day 9 
It is beautifully bound, gold lettered^ illus- 
trated MaJed postage prepaid for Rs. 5 Don t 
wait* You will always be glad you took this step 
You need this heloful volume now 1 

Yours sincerely. 


Illustration No 156 
* Dear Friend. 

Our object in wnting you again is to pro c that 
our proposition about “The Greater Achievement ” 
is something more than the me-e monev -getting 
idea. 

I do not know whether you will believe me 
I hope you will of course, if you won’t you won’t. 
It is just a simple litde question of faith 

It concerns merely a book. And it concerns. 
Rs. 5 I have the book, you have the Rs. 5 

You can believe me or not — but nowhere in 
all the world is there a book that will do for you 
what this book will do And right now for a thou 
sand reasons, for your sake, and for the sake of your 
entire future, for the love of your health happiness, 
peace of mind, pnde, principle and your whole life’s 
ambition, you should get hold of this book, at the 
earliest jxassible moment and bum into your brain, 
into your very being every thought it contains. 
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The book as you already know is called “ The 
Greater Achievement ” and describes the factors of 
personal power required in the greater achievements 
in business and social life It shows also the ways 
by which any man can advance himself to wealth 
and power This book will grasp you by the hand, 
look you in the eye, and start right off to tell you 
in plain simple language exactly what will bnng 
you the thing you want in this life 

It can and will pomt out to you just where 
you may be lacking in your business make up It 
will tell you all these things clearly and truthfully, 
because it is frank and forceful and unafraid. 

This book will surprise you in a thousand wap 
by explaining things, you may have noticed in other 
successful business men—- in their methods — things 
you have often pondered over 

It Will lay bare before you all the deep decisive 
truths you must firmly grasp and for ever make a 
part of your business self in order to do, to date, 
to dominate 

You must get this book. You should get it 
right away The price is Rs. 5 as I have said. An 
order blank is enclosed. Of course I want your 
money with the order — but I am downright positive 
you will be for ever glad you parted with the money 
That’s all I have got to say It’s up to you, Sir, 
Yours sincerely,' 

The third letter reminds the reader that 
he has not answered the previous letters Pro- 
bable reasons have been suggested for this 
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failure to respond including among them the 
price of the booh- It a\oids a sensitive point 
in the reader bj suggesting that price cannot 
be the reader’s chief concern jet proceeds to 
overcome anj possible objection to price im 
mense \ alue of this booh to the reader has been 
emphasised 

Illustration So 157. 

* Dear Friend, 

You haw not answered my letter about “ The 
Greater Achievement.” May be it’s the price-- but 
whatever it was let me say this Every day you 
miss reading it, you are missing big chances in 
business— golden ideas, rich opportunities, cashable 
methods, profitable suggestions, clean cut solutions 
of problems constantly confronting you, things you 
need m your business battle, things you have longed 
for 

None, to be perfectly frank, it Won’t make a 
great deal of difference to me if you lose this chance 
of reading “The Greater Achievement” — but it 
will to you. 

“Oh, yes,” you say, “be just wants to sell 
me his book and get my Rs. 5 ” Of course T want 
to sell it and of course I want your Rs. 5 

But 

What man of flesh and blood, ambition and 
ability even let a five-rupee doubt cheat him out 
of a nch mine of big ideas ? 

Why, incredible as it may sound, I am doing 
more for you by sending you this book than a man 
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who would hand you Rs 500 m cash to-day In 
"The Greater Achievement” there are secrets 
of turning the tide of things in your favour, and 
turning it now, now, now. Not five or ttn or 
fifteen years from now, but today. 

Laugh at the man who tells you money and 
fame are just luck. 

Listen 1 There really is a welldefined system, 
whereby other men rose higher and you can And 
“ The Greater Achievement” proves it all so clearly 
that anyone would grasp it. 

“ The Greater Achievement ” opens new 
avenues of accomplishments It reveals, it arouses, 
and redoubles your energies, giving you purpose 
and power. 

AH this may sound exaggerated, but the book 
is here to prove ail claims of what it will do for you 
The thing is sure — if you send for it immediately, 
if you get this Rs 5 remittance for “ The Greater 
Achievement” in today’s mail— I guarantee you 
will always consider this the best Rs 5 investment 
you ever made. 

Sincerely yours,’ 

Such a letter is hound to he compelling in 
its appeal It has the qualities that the strong 
follow-up letter should always have 

Master this business of the follow-up 
letters Its value is unlimited Plan your 
correspondence to include it 
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CHAPTER I 


ORGANISATION OF AGENTS 

NEED Or AOENCT LETTERS 
TXO\\E\ ER much a business house, or a 
manufacturing firm wishes for expansion 
-of trade, it cannot identiij itself with all its 
activities It cannot sacrifice efficiency and 
concentration in tavour of diffusion which is 
accompanied bj loss of control Besides this 
there are other reasons wh> even a big 
business house cannot transact business all b\ 
it elf The manufacturers as well are *o 
much absorbed in the manufacturing of their 
output, that the> cannot find time nor have 
->the} the inclination often to carr} on a selling 
propaganda to push their goods in the market 
Business houses often operate through branch 
offices which have been organised at different 
localities and there business is conducted bv 
office managers under the direct guidance and 
instruction of the proprietor or the chief 
manager But over and above these there 
must be other w a> s of popularising their goods 
in the market Herein comes in the function 
of the agents or representatives who mamlv 
deal with the head or branch offices through 
the mail, thus arises the need of drafting 
agenc} letters 
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Agency letters so to speak ma> mairib 1* 
classified under two heads, viz , those froi n the 
principals to their agents and representaM'Cs^ 
and those of the agents to the houses If 
be seen from what has lieen said ahead) that 
agenc> letters aim at better busmes? hv 
popularising the merchandise of the tnandf ac 
turers and import houses and business ft r,ns 
That means the agencj letters may be gro^P^ 
as a particular kind of sales letter inasi ,,uc ' 1 
as their objects do not in an) w ay differ f rorn ' 
those of the sales letters 

APPLICATION ron AGENCY 

An agent to do his business success^) 
must be a good salesman with \ai' I0US 
rc«ources He has to conduct the selhng 
campaign which the monufacturers do not hkc 
to perform themselves out of pressure of 
or out of reluctance to keep fresh staff fof the 
management or due to the distance of the 
where the goods ma> catch the fanc> hie 
may m his turn appoint sub agents ' in< * 
representatives to help him to fulfil the 
contract 

It is quite natural that the principal or 
proprietor of a firm in awarding the auth<? rit ) 
of agenc) would prefer a good business f nan 
with business experience « *he line t° a 
novice in the field He would rather dtf s,rc 
to enlist the services of a respectable firm v ut h£ 
good references so that he mi) rest a«sd rc< * 
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that his interests are m safe hands and that 
he can expect good and secure returns bv 
mutual transaction. He would thus want a 
recognised and pushing firm a* his agent 
even if he has to offer more lenient terms to 
him 


DUTIES OF A WOULD-BE AGENT 

Hence the fir*t duty ot a would be agent 
while writing to the manufacturer for the 
"'agenci should be to dilate in a glowing 
language, on the lollomng — 

(1) The prospects of having his good* 
represented m the locality *houId be explained 
Show how his interests will be be«t served bv 
having representation there If there is no 
competitor in that line at that place, refer this 
to him and offer him, if possible, the new 
developments and attitude among the people 
to hold out new prospects for such commodi 
tie* 

(2) Having awakened the interests of 
the manufacturer you would turn to the 
*econd point, i e . connecting his interests with 
your services Narrate the kind and nature 
of business you conduct, your experience in the 
line vour hope and expectation as regards the 
agencv 

(3) The next point on which to write is 
the explanation of the terms of business. It 
is. however, better to leave the *ettlement of 
terms to the other party but a possible way of 



3*3 MUL ORDFR UTIFR3 AND SIFTIfODS 

settling the terms to nnmnl buicfit imj be 
made w 

(4) r unit j dose with acknowledgment*" 
of courtesy and assurances of the best services 
Aboic all in jour application try to show 
by some personal touches that you arc the 
fittest person b> \irtuc of jour temperament 
education and experience to handle, the trade 
The letter should cam comiction to the 
receiver and conform to all the requirements 
of a good letter as regards st\Ie, force fulness" 
and simphcitj 

APPLICATION TOR ACENCT 

The following letter nm «crvc as a 
guide — 

Illustration No 158 
‘Dear Sir, 

The quality of washing soap you are market - 
ing in Calcutta interests me 1 wonder why sum 
article should be so much scarce in Madras where 
use of soap by the people is rather more extensive 
than in any other province 

Possibly you Have not hit upon a nnubie 
representative in this Presidency who can push ycur 
commodity profitably in this market I am in the 
soap business for a pretty long time and have 
secured connections in all the principal towns 
throughout the Presidency I am willing to 
represent you in this market and if my represent! 
tion is accepted my long experience and wide 
organisation will be at your service 
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I am willing to represent you on commission 
basts on the sale of a minimum quantitv even, 
month return of sale being rendered every week 
regularly Payment to be made every week 
together with the return of sale 

As to mv credential I would refer you to the 
Scent Manufacturing Co of \our town wiJi 
whom I have business dealing for a pretty lorn, 
tune and who will tell you of my capacity to push 
new articles in this market. 

I hope you will decide to let me sene you 
Yours very truly 

ANOTHER rORH 

'When the ippncation for -tgenev will lx 
in reply to an advertisement in a newspaper 
the following may sene as *t guide — 

Illustration No 159 
‘Dear Sir, 

Your announcement in the National Da2\ 
regarding your stove attracted my attention and I 
feel I shall be keenly interested m pushing your 
commodity in this market. 

I am already representing several foreign 
manufacturers and have a number of regular 
wholesale buyers in the out station who get things 
at this store regularly and are satisfied with our 
dealing 
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If I can find a country made article of the 
quality of the foreign manufacture, I am sure I can 
push It through our market 

I am willing to work on net fixed pnee basis 
Payment to be made at 45 days’ sight of the 
invoice, freight to be included in the cost. 

If you arc interested in my proposal I shall 
be ready to bear from your side immediately. 

Yours truly, 
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PRINCIPAL TO AGENTS. 

INSPIRING THE AGENTS 

A ^ it is not po sible for an) big firm to 
^ handle a \ariet) ot article* celling 
through agent* is the most com enient and 
profitable wa) to create an extensn e market 
Some of the firms are so well placed as to 
be able to secure good agents who ar“ capable 
b> force of character and application of gn ing 
an initial impetus to the business, which it so 
much requires for successful progress 

But the best wa) to get agents is to ad 
\ertise in papers This will secure from far 
off places agents who are capable of being pro- 
perl) trained This must be done b) letters 
tactfull) written 

Newer and better methods of salesman 
chip need aI*o be taught to agents sent out 
to places to popularise goods m the face of 
unprecedented odds amidst people of different 
nationalit) and custom Letters are frequentl) 
the onl) method to come) to them the new 
ideas for sale which the principal desires to 
impart to the agents for better business 

Oiy* of the prime requisites in such letters 
is tact and these should besides contain sales 
education and genera! principles, laws and 

XIER. 35. 
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ethics of salesmanship Thej should at once 
be friendly warm informal and enthusnslic 
In such cases success of the agents and const 
rjentl} of the firm depends more upon how 
these letters are effectively written 

The letters to agents are regular sales 
letters in some respects but these are some- 
thing more than sales letters B sides awak 
ening and sustaining their interest in the sale 
of the goods it must be impressed upon their 
minds that it is on them that the reputation 
and credit of the firm depends 

LETTER OrrERINC AGENCY 

Just as prospective agents apply to the 
firms for ordinary sub or sole agencies the 
man at the head of a firm has to induce busi 
ness firms to take up agency of his products 
This is done m most cases by sending out cir 
cular letters and follow ups when necessarj 
In such letters you talk of the excellent quail 
tics of >our products the keen demand for 
them in the in-rket and hint that it will be 
a desirable line of business to carry on As 
such thes letters arc more or less sales letter-, 
and should be w ntten as such 

REPLY TO ACENCY APPLICATION 

We give below a letter being a r'ply to 
the application for agency given m the previous 
chapter 
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Illustrations No 160 
Dear Sir, 

I have the pleasure to accept jour offer of 
agency for the sale of our stove in your market 
and I am sure if a right land of salesman push it 
he will be able to replace all the foreign manufac 
tures that rule the market now 

Indeed our stove is manufactured with up-to- 
date machines, from thick sheets and selected 
materials, and tested with such scmpultxis care that 
no defect can escape. 

It is a ready seller and our guarantee of 
replacing defective ones even after use for some 
time arms the seller with confidence in the goods 
he sells. 

Out and out sale on a net fixed price basis 
is indeed advantageous to both of us but I regret 
45 days’ credit is too long a term. I can offer you 
a 21 days’ term so that you can remit the amount 
• of the Bill to our Banker m 21 days of your 
acceptance of the BdL 

The reference you quote is satisfactory and 
if you accept the terms of payment I shall send you 
the first consignment. 

Yours etc. 

LETTER REFUSING exclusive agency. 

The following is a reply to the same letter 
but in this the. application for exclusive agency 
is refused: — 
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Illustration No 161 
Dear Sir, 

This will acknowledge the receipt of your 
letter of We would not consider it 

a good business proposition to grant you the sole 
agency for the sale of our stove in the vast province 
of , unless you were to agree to order 

a certain number of articles annually The agree 
ment is to carry some sort of provision that orders 
would be spread over the year in order that they 
would not be bunched at any penod but would be 
spread out in order that we might have a steady 
outflow from our plant 

How many stoves do you think you can 
dispose of dunng the coming month’ On hearing 
from you in this point 1 shall reconsider your 
application 

Otherwise, if you desire to work as ordinary 
agent I can offer you an agency commission of 5 
per cent and 2£ per cent on cash payment on our 
scheduled wholesale rate The enclosed terms to 
agents will give you other informations 

Yours etc. 

LETTERS TO FIRMS SEEKtNC AGENCY BUSINESS. 

When a bustness firm the manufacturer 
of the stove offers agency to another business 
firm which sales by advertisement such agency, 
the following letter would be serviceable — 
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I Hits trait on Ao 162 
Dear Sir, 

We have seen your advertisement m your local 
paper that you are open to entertain offer of 
agency for a country made stove. We call your 
attention to our stove. 

This is manufactured tn this country by Indian 
capital, supervision and labour, and with such 
scrupulous care that every part is subjected to 
severe test before being placed in the market Our 
dealers can sell this stove with the confidence of 
selling a right dung Such confidence has never 
yet been shaken. 

We enclose herein a discount list to the trade 
for the various lands of stove we manufacture We 
shall offer you an initiative rebate, of 5 per cent, 
over the usual discount and shall continue this 
rebate if the orders from you sufficient!) 
guarantee this. 

We desire you to mention two Calcutta 
references. To the new party our term is cash on 
delivery but as our relation matures we can offer 
better terms. 

Yours etc 

EDUCATING THE AGENTS 

After the appointment of agents and 
settling the terms of business with them, the 
most important task for principal is to educate 
the agent We deal \\ ith this m the follow mg 
chapter 
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EDUCATING THE AGENTS. 

BY LETTERS. 

TTHE letters to the agents with a Men to 
x educating them in promoting the sal e! =» 
may be classified, according to the ptirpd* 4 - 
these are intended for, into the folio" 
ing grades (1) Letters to prospective agen ls 
(2) letters to create enthusiasm, (3) letters to 
speed up sales, (4) letters of criticism and (?) 
letters introducing new merchandise Let us 
take them one hj one. 

LETTERS TO PROSPECTIVE AGENTS 

The following paragraphs show how pro* 
pective agents should lx. educated in the matt 4 ' 1 ' 
of sales — 

Illustration No 163 

' Test, test, test reveals the triumphant merit* 
of the Relief Stove That* t why it is sure to plea* 
and is self selling There are lots of money f or 
you right now in this proposition if you will caf e 
fully read the enclosed literature and write to 
at once, freely and frankly, |ust how you feel abo**' 
taking up the sale of the Relief Stove 

We are willing to cooperate in every way wid» 
the right kind of live, ijisdfflg, resourceful people 
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who can go out and create business and we will 
later have a very interesting territorial proposition 
to offer, with general agency We want some one 
m your locality who is chokeful of energy and 
enthusiasm and we want him right away He 
simply cannot help but do a rattling big business 
m Relief Stove 

If you are that man, get busy to-day and let 
us bear from you, better get your letter off in to- 
mbit’s maff.’ 

LETTERS TO CREATE ENTHUSIASM. 

In writing letters to create enthu^a-an our 
readers arc referred to the suggestion on that 
head in our previous section bhow him that 
there is big mone> awaiting him which he mav 
acquire with this simple sense in business and 
ability 

We give below an example which demon 
st rates how an inspirational letter may be made 
to render w onderful help to the agents — 
Illustration No 161 

‘I personally have faith in your ability to 
mate your sales this season surpass all former 
showings. I am anxious to co-operate with you 
through eicry business. Gc af'er it with head, 
heart and hand. 

You have only to put a firm foot dovm on 
all hesitancy, lad. of confidence, or fear — put 
everything and everybody aside ard go to it 
earnestly, eagerly and intensely, with every inch of 
your manly resolve.’ 
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LETTERS TO SPEED UP SALES 

Letters to speed up sales convey in view 
point something more than those for creating 
cuthusiasrn In addition to the essentials 
needed for the above, the letter should give 
practical suggestions regarding salesmanship 
and better principles of business You nu\ 
here give them verbatim copies of letters frtwn 
the net work of agents in the country You 
give thur experiences and suggestions to those 
who need them most and above all sustain in 
terest m them b> indicating what prospects 
await them and how others are faring m the 
line 

Here is a portion of a letter whieh 
demonstrates exactly how this speeding up 
process may lie handled — 

Illustration No 165 

* He who has lost confidence can lose nothing 
more He who has found it can win everything. 

For it is not altogether the article you are 
selling — it is what you mate of it I is the valu* 
you build in the prospect’s mind It is the pc 
ture you weave in his brain that makes him buy — 
whether it is a safety lock or something else 
worthwhile 

Arv! I know, too, that you have the enviable 
spint ol self rivalry You want to do better in the 
coming year than you did in this You want to 
climb higher, reach out into broader fields lay 
bigger plans for y'our sales during the coming 
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twelve months- You are handling the best article 
m your Ime — anybody can buy anywhere — 
something that Laughs at competition and challenges 
i- to produce a superior 

LETTERS or CRITICISM. 

Occasion* al o an*c for the manutactur 
trs and bu*tness firms to "end letters ot 
criticism to their agents and representatives 
The principle underhmg the *amt mit*t be 
constructive and not destructive The tone of 
the letter should bv no means bt provoking and 
discouraging The detect* in their svstem of 
working *hou!d be potnted out, while newer 
ones and profitable ones should be «ugge*ted in 
a mo*t congenial manner \ ou mav aI*o draw 
their attention t» the point* vou want 
to impress upon them bv writing to them what 
*ome other agent 1* doing to improve hi* 
methods and increa*e his sale* 

UTTRODUCTION OT NEW COODS 

Last of all, the agents are to be approached 
whenever vou want to introduce new mer- 
chandise m the market Enlighten them on 
the great possibilities ot the articles and the 
*trong selling points about them Such letters 
should contain all the characteristic* enjoined 
for a sale" letter in our previous chapter* 



CHAPTFU IV 


LETTERS TO DEALERS. 

MESSAGE OF NEW BUSINESS 

TJETAII* dealers who arc not actually agents 
sometimes require to be “braced it])’' and 
a friendly message of encouragement to thfcm 
in mam ways is akin to the message to the 
agents These letters to the dealers should he 
written with the view to introducing a new 
merchandise or to inducing dealers to put an 
article right in stock or to giving some new 
information about a line already m stock 

Such letters should gi\c the dealer mfor 
mation about the quality and manufacture af 
the merchandise and suggestion as to how to 
present the article to the public Remember 
that the customer wants to know the merits 
and \alue of the goods, while the dealer wants 
to know about their saleability and a letter to 
the dealer should contain both the topics so 
that the dealer may be induced to stock and 
trained to educate the buyer. 

A TYPICAL LETTER. 

We give below an excellent example of a 
letter of the “dealer’s help” variety — 
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Illustration No 166 
Dear Friend 

Demand is the thing! 

The enormous demand for our Tiger Brand 
products was built up not through persistent adver 
using — but upon the solid rod: of sterling quality 
Persistent advertising has helped indeed, but 
the pure, unadulterated quality of the Tiger Brand 
goods has indelibly impressed itself upon the mind 
of the users of the best, everywhere 

The people know the real thing when they see 
it. You cannot fool them. 

Now when you handle the Tiger Brand pro- 
ducts, and you should handle the full line, no other 
dealer m your town can compete with you because 
we wall not sell the jobber, your Tiger Brand profits 
are therefore your own as long you handle them. 
You are protected every day in the year against 
local competition. 

This is the land of the line you should carry 
You really ought to write us about it at once 
Tiger Brand articles are the most hberalh 
advertised of any in the country And all that 
benefit comes to you free 

Let us hear from you — no* to-morrow — but 
to-day 

ANOTHER rORK 
Illustration A o 16 7 
Gentlemen 

Would you be interested in a proposition to 
take care of the “Fcotwea*” trade m your vicinity 9 
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Wc do not have a dealer in your town at present 
and we know that there are people there who way 
Footwear” shoes 

These shoes are easier to sell to the average 
person than any shoe made— our advertising 
in every well known mazagine, every month, keeps 
demand up everywhere 

Our dealers in every section of the country say 
that our new method of merchandising has done 
more to help them make more sales and morj 
money than anything any manufacturer has ever 
done before Through our plan you can supply 
every need for good shoes in your town with a veiy 
moderate investment, which can be turned over very 
frequently Everything which has made the retail 
shoe business unprofitable and uncertain is 
eliminated. 

We would like to tell you about the Retailers’ 
Reserve System and will send full information and' 
our new spring and summer catalogue if you will 
mail the card. You have our assurance that we will 
not write to any other dealer in your town until 
you have had ample time to consider our 
proposition 


Very truly yours, 
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CHAPTER 


THE CREDITOR AND THE DEBTOR 

SCOPE Or COLLECTION’ LETTERS 

/^KLDIT has come to sta> as an important 

^ feature of modem business \o business 

cither of manufacturing wholesale or retail 
kind can prosper without e\tensi\e credit 
on certain definite or indefinite conditions 
Credit increases and strengthens the purchis 
mg power of the customers where cash tran 
sactions would cripple demand lor want ot 
ample funds at the d ^po»al of the purchasers 
Specialh to stimulate larger sales the ad\ant 
age of the credit sxstctn cannot be o\er 
estimated But how are the dues and out 
standing bills to be collected timeh ' Herein 
comes the scope of collection letters 

The mam jiomt to lie noted m collection 
letters is the obsenance ot scrupulous punc 
tuahti Letter*, of demand should be sent a> 
son as the amount fall*. due otherwise the 
debtor would understand that the creditor is 
not s\ sterna ticnl in hu, transactions and not 
much pres scil for monei and can wait for a 
few dajs more possible Dues are dues and 
loans are loans and there need not be anj show 
of reasons wh\ the dues are to lie paid more 
than that thc«c fall due bj such and such date. 
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A TYPICAL EXAMPLE 

Below IS given a t> jucal example of a 
simple collection letter — 

Illustration No 168 
Dear Sir 

We did not hear from you relative to your 
account. We know it is a small matter and in all 
probability you have overlooked it among the man) 
details of your busy days Won't you remember 
to fix it up to-day so that we may close this balance 
in our books 9 

We highly value your continued patronage and 
want to do everything in our power to preserve our 
pleasant business relations. Like every other busi 
ness, ours is sustained by the moral support of our 
customers 

Won’t you kindly make remittance to us 
to-day by cheque or cash 9 

Cordially yours 

HELP COMMON UNDERSTANDING 

Another point to be considered in this 
connection is that it is much easier to sell b\ 
letter than to collect the dues bj letter post 
The writing of the collection letters needs spe 
cial care and attention and requires a clear 
sighted analysis of the position between the 
creditor and debtor and a clear understanding 
of the terms between them The letters should 
first attempt to bring out a complete under- 
standing of the obligations on both side5 
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Oiten delinquent in payments ma\ be traced 
to misunderstanding of the term-' and the cor- 
respondent hetore he takes up the case should 
arm him«elt with all the facts and figures 
bet ore he goes to explain m the matter 

TONE Or THE LETTER. 

The tone of the letter should now form a 
matter for earnest consideration Much de- 
pends on the attitude of the debtor and the 
previous record to transactions made bj him. 
While sometimes a reminder will bring in p;t) 
ment, firm letters offering suitable terms tor 
payment often go in vain It is lor this reason 
that correspondents generally di\ ide the debtor 
into three chief classes, zie , the reliable kind, 
the careless, s'ow paving land, and lastlj the 
doubtful or dishonest kind. Of coarse, it is 
hard to note at first into which of these cate- 
gories a particular debtor ma\ be classed and 
so it !■> alwa\s good to send at first courteous 
reminder for default in payment 

\pproach should be made in a fnendh 
and respectful tone, presupposing that the 
amount due perhaps escaped notice and re- 
questing that the mone> should be remitted 
as earl\ as possible . and it this letter gets no 
response follow it up with a inendh letter that 
seems to talk the situation o\er with him 
> These letters will suffice to get payments or at 
least responses from the reliable kind of debt- 

31ER. it 
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ors who have fallen into arrears because of 
misunderstanding or change of financial 
affairs But these even ma) not arouse the 
susceptibility of the careless slow paving cus 
tomers They need frequenter follow ups as 
being rather careless and habituall) out of 
funds the> do not care to pay up unless a con 
stant dunning at thur ears is kept up 
Proposals of instalment s)stem of payments 
inti otbtr like projios ds suit them But these 
even inaj not be attractive to those who arc 
unwilling to pa) The letters to them shoul 1 
be firm and direct but on no account shoul I i 
threat he held out that if the pa) mem at least 
t part of it lie not made by such and such date 
the creditor will have no alternative but to pu( 
the matter in the hands of the la)er 

a ttpical letter. 

Here is an example of i letter which 
breathes a firmer tone — 

Illuftrjijon No 169 
‘ Dear Sir 

Every day we have been expecting a remit 
tance from you Somehow we cannot believe you 
would intentionally let this little obi gation go with 
out payment 

You will agree we have been very very patient 
about tt and have refrained from unpleasant action 
feeling sure you were die right kind of person and 
would pay 
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Surely you won’t let us wait any longer 
Kindly write your cheque for the amount and hand 
it ever to the bearer of this. 

If you cannot possibly paj the full amour: 
now, pay part, and your application for extension 
of tone on the balance will be given our prompt 
consideration. Write us at once, mating partial 
remittance so that we mas know your m tendons 
are good. 

Kindly attend to this todav sure 

Yours truly,' 



CHAPTER II 


FOLLOW-UPS IN COLLECTION 


A TEW HINTS 


/CORRESPONDENTS concerned with the 
writing of the collection letters will find 
the following hints for preparing a senes of 
follow ups ver> useful The successive deve 
lopment from a gentle reminder to a formal 
notice of legal action is given for their guid 
ance 


As we ha\e pointed out before the first 
step in matters of outstanding bills is to send 
a friendly notice of the delinquent account 
suggesting that the debtor has perhaps for 
gotten the amount due and giwng indications 
that the creditor anticipates full payment on 
receipt of the reminder The task is no doubt 
delicate especiallj when the debtor happens to 
be a customer of long standing and alwajs 
legular in his payments But still the task 
must be done w ith due courtesy and apprecia 
tion of the customer s patronage In short it 
should be a cordial invitation to begin with a 
clean slate again 


LETTERS TO DELINQUENT PATRONS 

Here is an instance of a particularly 
cordial note to delinquent patrons whose bu«i 
ness is thought \aluable 
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lUustTjizcn So. 170 

‘Dear Sr, 

In turning to our accounts we cLscover the 
enclosed unpaid item under your n a me . Mote 
than likely this little matter has entirely escaped 
vour memory and we feel that m w-itmg you about 
tt. our leKer will be taken merely as a matter you 
wish us to cdl to your attention. 

Tins firm has always valued your patronage 
most highly, and we feel it an honour to have your 
name on our books. Kindly regard this purely as 
a reminder, and make a remittance to us at your 
earLest convenience. 

Ccrdiallv yours,’ 

Here is another example : 

Illu!TTJtUm So 171, 

‘Dear Sir, 

While we were preparing to ship your order 
for hos*ry , cur attention was called to your 
account. 

I am somewhat surprised to notice that there 
is Rs. 298-7 due for October bills and that 
notwithstanding die fact that we drew on you on 
January 8, n o returns have been obtained. 

It is very necessary, of course, that this 
acecurt be disposed of immediately, and tt is 
especially to be regretted that this condition 
prevents us from adding farther charges to your 
accourt for the tune being. 
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Wt feel confident, however, that fhc matter 
has been neglected through oversight on the part 
o£ your bookkeeper, and we are looking forward 
either to a direct remittance or to the prompt 
acceptance of the draft 

Yours very truly/ 
REQUEST EXPLANATION 

When this has failed it should be followed 
up with a frank request for an explanation 
Write in a pleasant conversational style that 
would not offend the debtor in any way and 
yet it should be something more than an 
ordinary reminder Tell the customer that 
you did not hear from him, perhaps due to 
oversight or to pressure of business of varied 
kind Make a personal appeal for payment or 
enquire cause of delay But it should be like 
the first one remarkable for goodwill to the 
customer and a straight forward request for 
settlement 

The next step m the senes is the sugges 
tion of preferring assistance Work out some 
way so that the delinquent buyers may find 
some possible ways of clearing up their debts. 
Financial embarrassment often retards pay 
ments and attendant difficulties disincline the 
customer to write to the creditor for loss of 
prestige and credit, and it is on these terms 
that they will close up with t sigh of relief 
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Collection letters modelled in this fashion have 
brought about amicable settlements where 
har=h and angry letters have entirely tailed. 
A sympathetic and helping tone is the keynote 
ut this kind of letter 

APPEAL TO PIU3E A.VD JUSTICE. 

Lven when this letter is in vam. a direct 
appeal to his pnde justice and reason miy 
prove successful This is the climax to the 
sene-* \ppeal miltHy to his moral obligation 
to pay up the due. his honesty as a business 
mar and hi” sense of honour and self respect 
as a man. inch letter earnestly written, u 
very likely to have the desired effect. Here is 
a typical letter. 

Ultistrjtwn Vo. 172. 

Dear Sir, 

You cannot say we have not been patent with 
you. Thu u our fourth letter regarding the 
enclosed unpaid account. ^Ce feel that, m all 
faireess, we are eroded to some kind of reply and. 
if cot a full, at least a partial remittance of the 
enclosed account. 

Surelv you would net have us forward you 
our mendiandise ard cheerfully extend you cred-t 
— the*’ neglect to pav us. 

You do not wish to go down on record ir 
business circles as a man who refuses to meet his 
just obligations. It would mstandv after your 
credit standing. 
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For your own sate, please don't neglect the 
matter another moment, but close up this 
little account to-day 

We expect your sending a cheque or an M O 
by to-days mail. 

Yours very truly,' 

STATE INEVITABLE OUTCOME Or DELAY 

The next item is direct statement of 
ine\ liable outcome of delay When the appeal 
to honesty, sense of justice reason, etc proves 
ineffective this measure is to be taken recourse 
to But it should by no means take the form 
of a threat Set forth what you intend to do 
on further neglect of the matter and make him 
sec that the measure is unpleasant to you and 
you take it vs ith extreme reluctance The tone 
of w riting should be earnest and firm Here 
js an example 

Illustration No 173 
* Dear Sir, 

We do not want to proceed against you for 
this amount but have exhausted all reasonable 
means of getting you to remit amicably As a final 
effort to settle m a friendly way we write again. 
Of course if you do not respond to this we must 
proceed to collect otherwise We still hope you 
will do the square thing and trust we shall hear 
from you at once 

In a former letter we offered to accept pan 
payment and allow time on balance We will still 
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consider this if )txi cannot pay in full now. 
we ask is an evidence of your willingness, to p av ’ 
and will expect a remittance by return mad. 

Yours mil),’ 

GIVE FORKAL NOTICE Or LECAL ACTION. 

The final one, if all the^c prove unavail- 
ing, is the formal notice of legal or otli cr 
positiv e action. E\ en at this stage the credit 01 * 
should show fairness by saving he intends to 
bring in such and such action with rcluctan cc 
unless the payment according to the terms pro- 
posed be made by such and such date. TH 1 * 
procedure will further strengthen y our poMtiP” 
inasmuch as you give the debtor ample time to 
mn<ihcT on ct ‘t'nc TnaWcT. *Yne previous 
if unresponded should incline one to belie' e 
that the debtor accepts the debt as he has n ot 
said anything to the contrary up till no' v - 
Let a fine thread of logical thinking rt 111 
through the whole scries and the tone lie quite 
firm and decisive. The final letter may 
drafted thus: — 

Illustration No. 17-f. 

' Dear Sir, 

We are again writing about the small accot> nt 
noted on the enclosed statement. Since wt h*'* 
had no response to our many requests for paymd 11 * 
we take it for granted that the account is corr^ 
as rendered- 
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Unless we hear from you by the 15th July, 
we shall be compelled to turn the account over to 
our attorney for legal action. This we dislike to 
do, but wc have given you every reasonable chance 
to remit. It is therefore necessary we collect die 
amount at once or proceed as stated. 

Respectfully yours/ 
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COLLECTION AGENCY. 
a acurns or collection letter 3 

\ ? collection ot accounts is ottcn a difficult 
^ piece ot business straining the amiable 
trade relations between parties and as agenc, 
for collection ts nut much ot a recognised 
business m this country as in more advanced 
trading countries, we gue below a senes ot 
letters w ith a view that some one maj find this 
collection ot what maj ‘•eem to be bad debts 
a -uitable bu'ine«s for him In the tallowing 
senes ot tour letters the first three hate an 
amiable persona! tone that appeals to a man’* 
*en'e ot honour and pnde The fourth is a 
demand tor immediate payment before legal 
proceedings are instituted 

[Uusrrjtian So 175 . 

‘ Dear Sir, 

A man is brown by the comp an v he beeps, by 
the fnends he cubes, by the wav he pays his bills. 

Surelv you don’t wart this small debt to 
discredit you in the eves of the business world T 
Surelv your prde and peace of mind will 
rot permit it. You have neglected the matter 
thccghdesslv Any nan is liable to do that I 

But now you have broken your word And 
that’s something fev self-tr s pectcig men can bring 
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Unless we hear from you by the 15 th July, 
we shall be compelled to turn the account over to 
our attorney for legal action This we d is hie to 
do, but we have given you every reasonable chance 
to remit It is therefore necessary we collect die 
amount at once or proceed as stated. 

Respectfully yours/ 


CHAPTER IIL 


COLLECTION AGENCY. 

A SERIES OF COLLECTION LETTERS 

A b> collection ol accounts is oltcn a difficult 
piece ol business straining the amiable 
trade relations between parties and as agency 
for collection is not much ol a recognised 
business m this country as in more advanced 
trading countries, we gne below a series of 
letters with a view that some one may find this 
collection ot what may seem to be bad debts 
a suitable bu*mc«s for him In the lollowmg 
senes ot lour letters the first three ha\e an 
amiable per«onal tone that appeals to a man’s 
sense ot honour and pnde The fourth is a 
demand tor immediate payment before legal 
proceedings arc instituted 

Illustration No 175. 

‘ Dear Sir, 

A man is known by the company he keeps, by 
the friends he makes, by the way he pays hts bills. 

Surely you don’t want this small debt *o 
discredit you in the eyes of the business world f 
Surely your pnde and peace of mind will 
not permit it. You hast neglected the matter 
thoughtlessly Any man is liable to do that * 

But now you have broken your word And 
that’s something few self-respecting men can bring 
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themselves to do But you can “ redeem yourself” 
Do it nos 1 

Attach your remittance right to this letter 
We will understand and promptly send you full 
receipt 

Cordially yours,’ 

TOLLOW UP NO » 

Illustration No 176 
* Dear Sir, 

Our clients are gentlemen So they want to 
treat you accordingly Don’t be ungrateful You 
surely realise their good intentions 

They ask us to use evety polite means to 
collect this claim before embarrassing you Now, 
why not dispose of this small matter, so that every 
body concerned will be relieved 7 Send us unme 
diately youf' cheque or postal order for the amount 

We shall be glad to mail you prompt receipt 
and will immediately report your kind payment to 
our clients 

Anticipating your action by return mail, we arc, 
Yours very truly,’ 

TOLLOW UP NO 2. 

Illustration No 177 
1 Dear Sir, 

You guard your good name in all other ways 
— why not protea your reputation by fceepmg your 
promise 7 Surely you don't want evety one to 
know you would deliberately go back on a personal 
pledge like this' You really can’t afford tt 
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But out reputation as coUectors is also at stake 
if we do not collect So we must take quick and 
aggressive action against you unless you will attend 
to this small matter right away 

Don’t let the thing lag any longer Get nd 
of it Pay it immediately Send your remittance 
by the very next mail We will promptly send you 
full receipt And ever) body will be happy 

Yours very truly,’ 

FOLLOW UP NO 3 

Illustration No 178 
1 Dear Sir, 

This is to notif) >ou that suit will be brought 
on this account within ten days from above date, 
unless we receive your cheque or at least a portion 
of it before that time 

This is out final word to you We send it 
because, frankly we dislike the trouble of a law 
suit just as much as you do However, if you 
fail to pay by return mail, our attorney will receive 
>our account with instructions to sue at once 

If you think our patience, our repeated letters 
all mean we won’t sue you and are merely 
* bluffing,” a real surprise is in store for you 

This notice is absolutely final It is simply 
up io you 

Respectfully yours,’ 

ANOTHER SERIES OF LETTERS 

The following group comprises eight 
letters which may be used by collection agency 
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from the time the account is placed with them 
until the transfer of claim to an attorney foi 
prosecution The tone of the letters is ptrunp 
tory and the debtor is reminded repeated!) that 
failure to remit at once v. ill cause suit 

THE FIRST LETTER 

II lu strut ion No 179 

'Dear Sir, £0-^' ^ 

Mr f C'-'J f o 
an unpaid account against you of Us 'Vv'jWe 
have guaranteed to collect or prosecute this claim 
Avoid all unpleasantness by forwarding us chetjue 
or postal order on receipt of which we will return 
bill duly receipted 

No additional costs will be added to this 
account if payment is made direct to this office by 
return mail Take adi outage of this 

Yours truly/ 

ANOTHER FORM OF THE FIRST LETTER 
Illustration No 180 
'Dear Sir, 

We have been instructed by our clients Messrs 
Clapper Claw and Carp, to apply for payment of 
Rs 326/10/ , the amount of their account against 
you for goods supplied dunng the last year The 
length of ctedit now extended is the utmost they ar- 
able to allow, and on their behalf we ash you for 
a settlement by return of post 

IV e ttmaiA, Sir, 
Your obedient servants'. 
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Illustration No 181 
‘Dear Sir. 

Recently we advised you that Mr 

of , had placed 

in our hands for collection an account against you 
amounting to -v . » 

We have had no response from you If there 
t> any reason why this account should not be paid 
now, kindly advise us Otherwise we will expect 
a remittance by return maiL 

Hoping to hear from you promptly, 

We remain. 

Yours truly,’ 

TOLLOWUP NO 2. 

Illustration No 182 
Dear Sir, 

You have not settled the above claim. Your 
immediate attention is requested. Neglect to pav 
honest debt not onlv leads to trouble, loss of 
tune and rroneV but also loss of reputation for fair 
dealing 

If you do not act immediately, we must procur- 
a judgment and collect by execution Don t think 
you need pay no attention to the matter 

The law makes it cost more to beat a creditor 
out of an honest dam than to pav AfaJfce arrange 
merits to pay at oner Let us hear from you by 
return maiL 


Yours truly,’ 
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FOLLOW OP NO 3 

Illustration No 183 
‘Dear Sir, 

We have given you every opportunity to adjust 
the above claim without trouble or expense 

You are hereby notified that unless satisfactory 
arrangements for settlement are made with us 
within ten days we shall bring execution action 
without further notice The account is today 
being marked on our ‘ Execution Calendar ” 

Yours truly,’ 

rOLLOW UP NO I 
Illustration No 184 
‘Dear Sir, 

We should regret to bnng execution action 
against you In view of what that would mean to 
you before proceeding we give you this final 
opportunity 

We can allow you to settle in partial payments, 
but must protea the rights of our clients. Our 
usual course would be to secure a judgment This 
would add heavy cost and interest 

We enclose a note for the amount, with no 
costs added- It provides for a payment of 

on each month Return it 

to us properly signed and all action will be stopped 
Yours truly,’ 
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FOLLOW UP SO S. 

Illustration No 183 
*Dear Sar. 

When our client extended credit to you it 
thought you would keep word. We, too, we n 
of the same opinion. You deceived us both. Y<*J 
are surely not dead of every sense of upnghtne**- 

Unless this letter brings a reply, drast^ 
measures mil be used at once If that happen 
you must blame yourself We extended an oppc ir 
tumty which you ignored. 

Either remit bs return mail or sign and return 
the enclosed note. 

Y oars \rc&\ 

rOLLOWUF NO S. 

Illustration No 186 
“Dear Sir, 

We todav instructed cur attorney to bring 
execution action. There will now be — 

costs to be paid 

Unless you mate arrangements for setdemeO 
before being served with summons and write of 
attachment, there will be further costs. 

You can avoid this by a'lmg |o -day 

Yours truh,’ 
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TOLLOW UP NO 7 
Illustration No 187 
‘Dear Sir, 

The National Collection Corporation has 
placed in my hands for suit an account against you 
m favour of 

You have an opportunity to adjust this matter 
without payment of cost of a suit. Save yourself 
the annoyance Communicate with me without 
delay This is the last notice 

Failing to hear from you promptly, the 
account will be sent to my legal representative in 
your vicinity, with instructions to file suit 
immediately 

In answering, please mention Claim Number 
Yours truly,' 
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' MODEL LETTERS 

TN the following pages we give a wide 
collection of letters from various 
sources — actual office files authoritative 
hooks of Letter Writing, files of Master 
Writers, etc These maj sen e as models 
for the beginners Some of the following 
letters maj not have exact!) followed the 
system enunciated hv the author of this 
book, jet the) have been included as 
showing letters which have produced 
results 
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AN EXPRESSION OF THANKS. 

The following is a letter of Abraham 
Lincoln expressing the thanks of the 
nation, to the bereaved mother of five 
sons who sacrificed their lives for the 
cause of the coantry. * 

Madam, 

I base seen in the files of the War Department 
a statement that you are the mother of five sons who 
have died gloriously on the field of battle 

I feel how weak and fruitless must be any words 
of mine which should attempt to beguile you from the 
gnef of a loss so overwhelming But I cannot refrain 
from tendenng to you the consolation that may be found 
in the thanks of the Republic they died to save 

I pray that our heavenly Father may assuage the 
anguish of your bereavement, and leave you only the 
cherished memory of the loved and lost, and the solemn 
pride that must be yours to have laid so costlv a 
sacrifice upon the altar of freedom. 

A LETTER COMPLAINING NEGLECT. 

Here is another historic letter writ- 
ten by Dr. Johnson to Lord Chester- 
field which shows bow perfectly a 
letter can carry the message it is 
intended to convey. 

My Lord, 

I have been lately informed that two papers in 
which my Dictionary is recommended to the public, were 
written by your Lordship. 
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To be so distinguished, is an honour, hhich, being 
very little accustomed to favour from the great, I know 
not well how to receive or in what terms to acknowledge 
When I first visited your Lordship I was overpowered, 
like the rest of mankind, by the enchantment of jour 
address, and could not forbear to wish that I 

might obtain that regard for which I saw the world 
contending, but I found my attendance so little 
encouraged, that neither pnde nOr modesty should suffer 
me to continue it When I had once addressed your 
Lordship in public, I had exhausted all the art 
of pleasing which a retired and uncounly scholar can 
possess I had done all that I could and no man is 
well pleased to have his all neglected, be it even so 
little. 

Seven years, my Lord, have now passed, since I 
waited in your outward room, or was repulsed from 
your door, during which time I have been pushing on 
my work and have brought it at last to the 

verge of publication — without one act of assistance, one 
word of encouragement, or one smile of favour 

Is not a Patron, my Lord, one who looks with 
unconcern on a man struggling for life m the water, and, 
when he has reached ground, encumbers him with help' 1 

The notice which you have been pleased to take 
of mj labours, had it been early, had been kind, but 
it has been delayed until I am indifferent and cannot 
enjoy it, till I am solitary and cannot impart it, till 
I am known and do not want it I hope it is no very 
cynical asperity not to confess obligation where no bene 
fit has been received, or to be unwilling that the public 
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should consider me as owing that to a Patron which 
Providence has enabled roe to do fo- myself 

MANUFACTURER APPROACHING 
WHOLESALE BUYERS 
The manufacturer in the following 
letter describes himself bow progres- 
sive he is and how connection with him 
will be profitable. 

‘Dear Sirs, 

Owing your esteemed address to a business friend of 
mme, I take the Libert) of sending you enclosed a price 
list with the confident hope that vou also have d*mard 
for my articles. 

My connections are with onl) efficient houses whose 
agenev I have accepted, and my own manufactures 
enable me to quote you the lowest prices in the most 
up-to-date articles as well as m all lands of the toy Ln», 
household and agricultural articles, tools and optical 
goods and also leather, wares. 

I should be pleased to hear that you will use the 
oppommit) to get in'o bus. ness relations with me as vou 
bu) at reallv favourable terms if you place jour erdex 
with me in die above articles. 

As I have always novelties coming m, you will 
also be in a position to o5er continuous!) the latest 
which will enable you to alwnvs serve your customers 
with the latest stnkmg novelnes. 

After placing a trial order, for which please rero ' 
by cash in advance, I am convinced that I ma) cotnu. 
upon you as a lasting customer, and remain, ♦ 

Yours faithfull). 
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MANUFACTURER SEEKING 
REPRESENTATION. 

In the following letter the writer 
who 5* a manufacturer of an interest* 
ing article seeks a representative in 
foreign country and gauges his caps* 
city. In doing this he gives an attrac- 
tive description of his manufacture 
and proposition. 

Dear Sir, 

We have noted with pleasure that you are <n the 
market for selling specialities which you can deal ex 
clusively, to jour profit without competition We gladly 
enclose herewith circulars describing our specialities and 
we hope our selling proposition will concern you 

As we have no representative m your country, we 
are glad to offer you an attractive proposition on our line 
Before giving you the exclusive sale, we want you to go 
over the circulars very carefully and determine what you 
can do with our product in your country Just as soon 
as you convince us that you will give us the representa 
tion that we feel entitled to, we will be very glad to give 
you an exclusive agency We could not very well give 
the exclusive sale without some guarantee of volume of 
sales, and this, we do not think, you will be justified 
in giving us until you have had arj opportunity to see 
what you can do with our goods 
• The Positive Portable Type Vulcanizer now sells 
for Jf5 (X) The dealer’s pnre is 0 50, jobber’s price 
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£2.50 We will quote you the extremely low price of 
y Sl 65, F O.B New York Gty, terms 3 per cent discount 
for Cash-with-Orckr, or will make shipment sight-draft 
attached to Bill of Lading, payable at sea-port New 
York. 

On the Positive Rim-mover the list price is £3 50 r 
dealer’s price £2.50, jobber’s price £2 00, we will make 
you a price of £l 30, F O-B New York Gty Terms 
same as on the Vulcan tzer 

Our Vulcanize rs have been extensively used in 
Europe, as well as in our country Every motor vehicle 
used on the fighting front by the American Forces 
contained the Positive Portable Steam Type Vulcamser, 
and both cur Vul caruzers and Rim-movers have enjoyed 
an extensive sale in the United States and Canada for 
the last six years- They have been extensively advertised 
and there are a good many hundred thousand in use. 
every one giving good results. We know that you will 
also derive good results from these world wide selling 
specialities in your countrv 

If you desire to take a hold of our lme, we would 
like to have you place an order for a quantity of these so 
that you can begin active work. In the meantime, we 
would like to have you establish your credit for future 
convenience. 

We assure you of our cooperation in making your 
account a profitable one for all concerned. 

Yours every truh. 
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WHOLESALER APPROACHING THE 
MANUFACTURER. 

The wholesale buyer i* appealing to ' 
the manufacturer in the following for 
exclusive representation and describes 
his capacity. 

T)ear Sir, 

Your advertisement in the attracted out 

-attention and we are convinced that such an article as 
you describe in your notice will find a large market 
here if properly pushed In fact wares resembling those 
advertised by you are m heavy demand in this country 
-and there is absolutely no reason why yours will not be 
able to secure a fair share of this 

May we, therefore, enquire whether you are prepared 
to consider representation in this country. 

We shall be glad to receive your complete catalogue . 
and price list and know best terms you can offer 

Regarding ourselves we may state for your 
information that being in the line for over a decade and 
having agency organisation all over the country, through 
whom we push our other lines, we shall be able to put 
your product to most of the proper parties in this country 
Our numerous agents, sub-agents and representatives 
will be always at youc -service 

We await your proposition in your nest with much 
interest 


Yours faithfully. 
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FORWARDING AGENT APPROACHING 
IMPORTER. 

The forwarding agent m the fallow- 
ing is offering his service to the 
i mp orter whose troubles he describes 
and suggests remedies. 

Gentlemen 

Just a few davs ago I was calking with a European 
importer whose troubles mav be the same as veur aw" 
Hie said, “I don c know what to do about getting goods 
fern the United States n 

Of course he knew that there # wem anv ci.m be- of 
larg>- comraisicn. bouses here but be did not want to 
be one of several bunched customers- He wanted mote 
personal attention, such as be would get if be had a 
personal representative here, but he did not want to go 
to die expense of a representative for bis exclusive use. 

Neither did he want to attempt doing business dir*ct 
with, our manufacturers, because he did not know just 
which ones we-e in a position, to sell him what he wanted, 
especially at this time when so many manufacture -s are 
fully occupied with Government contracts, causing him 
to lose 'a much nme m preliminary negotiations 

Have these been your troubles also 9 WoulcTt you 
be glad to take advantage of a service that is d'ffcrent 
in that it is personal and gives you. pre^er-ed attention ^ 

Realizing all ycu have had to contend with, in 
importing goods under present conditions, we offer you 
the opportunity to become one of a strictly limited 
number of clients, t£ ycu are willing to pa/ 3 per cent- 
~3 a buying commission instead of the usual chars*- 
of 2S per cmt 
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This higher charge enables us to serve a few clients 
instead of a large number We boast of no large 
“organizing” having a department for this and a 
department for that Nor do we boast that we are 
specializing in just the product you want to import 

In serving a jew clients we can handle their purchases 
so much more satisfactonly as to mate it more worth 
while to you as well as to us 

Why not give this service a trial on your next 
order — or on whatever you are in need of now 9 
Very truly yours, 

BUYING AGENT DESCRIBING IHS 
CAPACITY. 

In the following the buying agent 
answers advertisement and describe* 
the excellent service he can offer. Copy 
of a letter from the United States 

Dear Sirs 

From your advertisement in the ‘Popular Mechanics 
I see that you arc interested in the purchase of all binds 
of machinery 

I would be m the position to submit you a suitable 
offer for the desired articles but fear that such a general 
offer would not be of the wanted service to you Should 
you be inclined, therefore, to enter into business relation 
with me, I would request you so as to avoid unnecessary 
loss of time, to send me with your enquiries or orders 
exact details of your requirement, stating the c i f pices 
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you would be sure of getting goods which are not m 
any case too dear for your market. 

My excellent knowledge of the machinery industry, 
coupled with the fact that I am m touch with the tnost 
various works enables me to determine the make tnost 
adapted for every need and to deliver or most favourable 
terms and withm the shortest possible tune Extetisive 
is my acquaintance with the methods of production, the 
various styles of machines, tools, materials, workmanship, 
ere, such as art mdopenabJe for the reliable discharge 
of your enquiries or orders. 

As regards payment, it would be necessary that you 
deposit m irrevocable credit m my name with a bank 
of this ors from which payments would be made on 
presentation of the shipping documents. Of course, J 
would listen to anv fair proposal which you would 
submit me 

I should be glad if you would consider my proposi 
tion, and I await the pleasure of an ear’y reply 

I beg to remain. Dear Sirs, 
Yours faithfulU, 

FOREIGN AGENT OFFERING SPECIAL 
ADVANTAGE. 

In the following: the foreign agent 
offers to combine small shipments into 
one thus to save expense. 

Gentlemen, 

We beg to offer you our services for any sfrpment 
sou may hast from the United States. Kindly favour ^ 
us with your inquiries in regard to freight rates ahd if 
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gne order to your factories to get in touch with us so 
that we may give them our instruction and execute the 
shipments in thp quickest and cheapest way. 

Should you have some small shipments going 
forward, we can combine them with the regular 
shipments we have to your country so that you would 
have to pay the minium per hill of lading Or, should 
you have shipments from different factories, we can get 
in touch with them in order to hurry the shipments and 
to forward them all together on the same bill of lading, 
thus decreasing the shipping expenses 

We also hold ourselves at your disposal for (ur 
mshing you, free of charge, with catalogues and prices 
for any kind of goods you may be interested in, or 
with any information you may need 

As far as your payments to the factories or export 
houses, or any other business transactions are concerned, 
you may kindly use our Banking Department 

We assure you that a first trial order will convince 
you of the high-class service and organization we can 
offer you 

Hoping to receive an early and favourable reply. 

We remain, Gentlemen, 
Yours very truly, 

SEEKING REFERENCE. 

The mercantile agent *ends circular 
to the trader seeking information re* 
gardmg financial condition. 

Gentlemen, 

In order that we may be in a position to reply fully 
and accurately to any inquiries regarding you, we suggest 
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»Jiat you furnish us with a statement of your financial 
condition, to facilitate this, we are enclosing herewith one 
"'of our regular forms. Such data as you may be disposed 
to give us we will place on our records and any reference 
you may name we shall be pleased to corisult and reflea 
in our report their impressions. 

Thanking you for a reply at your earliest converu 
enee, We are, 

Very truly yours, 

HEADING NO CATALOGUE. 

This letter while pleads no catalogue 
describes the manufactures and seeks 
particulars of requirements of the 
customer. 

Gentlemen. 

In prompt answer to your valued inquiry jus 
received, we regret exceedingly that we have been 
, left without a copy of our catalogue, and it will be some 
time before the new ones come from the printers 

We are the pioneers and have since 1911 been the 
leading manufacturers of machinery for Macaroni, 
Vermicelli and similar Alimentary Pastes in the United 
States and have many different sues and types of presses, 
both screw and hydraulic, from the smallest to the largest 
in use to-day with corresponding kneaders, misers and 
other accessories 

If you will give us some idea as to the production 
ycu require, or the capital you intend to invest, we wjU 
be pleased to send you photograph and description of 
, the machine adapted to your purpose together with 
quotations. 
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Awaiting your further commands, we remain, 

Yours very truly, 

STATIONER SUPPLIES SAMPLES. 

This letter accompanying stationery 
sample* describes the articles and 
offers valuable assistance in marketing 
the merchandise. 

Gentlemen, 

To-day we are permitted the, particular privilege of 
sending to you, without charge, a full sample set each 
of the Large Blotters, Mailing Cards, Calendar Cards, 
and Calendar Pads, as listed m the enclosed pnee list 
No 2, which were requested of us in your valued letter 
of May 6th 

By refecting to this list, you will quickly become 
acquainted with our prices, our terms and conditions, 
also presented therein is a brief outline of the many 
excellences of our export merchandise to which we would 
call your special attention 

We enclose herewith a circular which presents a new 
series of calendar pictures in various sizes, and we also 
have in preparation an attractive series of calendar backs 
ih various sizes, for use with these pictures 

We also enclose herewith a presentation of our 
desire to establish an exclusive merchant distributor in 
your territory on an outright sale arrangement, as we 
<jo not wish to entertain any commission or consignment 
■propositions You are privileged to sell our merchandise 
at such prices as you may deem most advisable over and 
above the absolutely net pnees we quote you herein 



MODE!* LETTERS 


We are prepared to offer such concerns as may 
decide to present us, valuable assistance in the market 
mg of this merchandise in their territories, the benefits 
of our 40 years of manufacturing and merchandising 
experience, and every other facility possible to promote 
a business association that will prove most harmonious 
profitable and satisfactory to our representatives and to 
ourselves — for what benefits one must benefit both 

We trust that our presentation of this whole propo- 
sition may so strongly appeal to you that a selling con 
necuon will be seriously considered, and that you will 
communicate with us further with such an end in view 
as we have not as yet, appointed a representative in your 
territory , and as we believe that your concern is especially 
well equipped to promote the introduction and sale of 
our merchandise there providing all the conditions con 
nected with the conclusion of a contract mav be agreed 
up to the satisfaction of us both. 

In this connection kindly advise about how much 
of this merchandise you would purchase at the time of 
the signng of a contract also how much annual business 
you could assure us thereafter 

Also, we would be pleased to learn if you have 
travellers covering your whole territory at frequent inter 
vals 

In explanation of our terms we would advise that 
as our merchandise does not run into large amounts of 
money, we feel that you w 11 be willing to pay therefore 
in New York, providing you have an established con 
nection there, and we quote in American currency, as 
it would be impossible for us otherwise to make any stable 
AtER. is 
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prices, owing to the fluctuating rates of exchange now 
prevailing, also we quote fob steamer New York, as 
you must realize with us that ocean freight rates ate un- 
settled, and we could not do ourselves or yourselves 
justice to quote prices covering delivery at destination 

However, we guarantee to secure for you the lowest 
ocean freight rates possible at the time merchandise leaves 
this country 

Respectfully referring you to the National City 
Bank of New York, U S A , as to our reliability and 
ability, and extending cordial and sincere regards we 
are, Gentlemen, thanking you for the offer of you: 
references in the United States, which will be appreciated. 

Faithfully yours, 

OITERS NEW LINES. 

While apologising for delay thi* 
letter mentions the writer’* specialities 
in Other matters which are sought for. 

Gentlemen, 

May we ask you to kindly pardon our apparent 
delay in replying tD your letter of August 27th, relative 
to Machinery? 

We have been considering the exporting of machi 
nery of all kinds, but have decided that this is a class 
of merchandise which should strictly be handled bv the 
export departments of machinery manufacturers or export 
ing houses specialising strictly in machinery 

We are specialists tn the purchase of food products 
clothing, boots and shoes, and vanous merchandise, and 
do not feel that we could, at the moment, give you the 
proper service in purchasing machinery for your account. 
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end would sugg's' that you apply directly to the manu 
facturers o to machinery exporters. 

We thank you wy much for your enquiry, and if 
at any time, we may he of service to you in procuring 
merchandise of any other nature, we believe you will 
find our se •■vices sausfacto-y 

Very truly yours, 

DESCRIBING NEW SPECIALITIES 

This letter declares the specialities 
the writer can supply and describes the 
good points. 

Gentlemen, 

We beg to a -know ledge receipt of sour favour under 
date of Aug. 20th and in reply thereto beg to state that 
the only commodity which we name and which y ou state 
there is a demand for in the Indian market, and which 
. we can successfully offer competitive pnees on is the 
oil pressing machinery, which we specialise in. 

In order to quote prices on this equipment it is 
necessary for us to know the kind of seed or bean to 
be expressed, the capaqty of seed or fce^n per given 
period of tune, such as ore, ten, twelve or twenty four 
hours whether buyers want us to furnish s.eam engire 
and boiler for operating the plant, or should electric 
current be available, we must know the characteristics 
namely the current, voltage, phase and cycle 

Due to the fact we have recently received a number 
of inquiries from India for hand-operated Hydraulic 
■* presses, we believe there is considerable business to be 
developed in that line, and are therefore enclosing our 
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Grcular 100 which fully describes two sizes of hand 
operated basket presses 

We will allow a discount of 30 per cent from list 
price for cash FAS New York, properly boxed for 
export shipment 

We will quote C I F pnce on any of the equic- 
irent we specialise in but of course must know |ust whar 
is wanted, to enable us to do this 

Regarding terms of payment, the terms outlined in 
your final paragraph would be satisfactory to us pro- 
vided we are furnished with bank guarantee that payment 
will be made as per terms outlined, and such guarantee 
is acceptable to our bank 

For your information we wish to state we specialise 
in pumping machinery, oil mill equipment, filter presses 
water turbines feedwater beaters etc. We will allow 
you a discount of 15 per cent from list pnce FAS 
New York, boxed for export 

Awaiting your further advices with interest, we are 
Very truly yours 


ECONOMIC OFFICE PLANNING 

Office planning is a growing art and 
this letter Is an example how new and 
old offices can be approached for sug- 
gesting planning for economising cost- 
ly space 

Gentlemen 

Every square foot of your present office space should 
pay you dividends by increasing the efficiency of your tz 
organisation. But does it* 
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Every desk, every file should be placed foe the 
LUrost convenience and should require minimum space 
Euc do they 9 

Are vou paving rent cn excess office space 9 

Our architect m economic cfice planning will design 
your office to ensure everv square foot being utilised to 
the greatest advantage Layouts placing every desk, 
every file even/ chaur foe the most e ffici ent conduct of 
ycur business will gladlv be submitted. 

This expert service at a cos- which will be pracncafly 
rrriin.il, assures vou ideal cfice space 

We are anxious to increase ycur profit. Will VCru 
consult our expert 9 

SELLING UNDER WEAK. 

Here is an e-tceSent letter which 
drew attention of the buyers cf under- 
wear to the products cf a particular 
firm and caused to open satisfactory 
new accounts. Mark there is co con- 
ventional “ Dear Sir n here but a catch 
phrase which has now become fashion 
with same very successful writers. 

If you dismantled — * 

RoHs-Rayce, would you expect to find cn bearings 
and card board piston 9 Hardly T But if you sit 
m the letter mom of any country club, you will find 
most men wearing underwear, cot in keeping with the 
fineness cf diem oute-- garments. 

Fine unde-wear a just as mportan' to the wardrobe 
cf the well dressed man as a fine shir t. The clothes 
that vou wear closest to your body should crrtainlv be 
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as carefully made and finely tailored as these garments 
that others see* 

D G E for twenty five Kars noteworthy as a 
shirt maker also produces distinctive underwear 

Well made perfectly fitting underwear wilf add to 
your personal comfort during the summer months just 
ahead 1 


OFFERING A COUNTRY PRODUCE 
FOR SALE 

The following letter gives m simple 
details necessary terms for offering a 
country produce for sale — Cassia Fis- 
tula Fruits in this instance 

Dear Sir 

We forward you by to-day’s mail samples of our 
Cassia Fistula Fruits in which we understand you art 
interested These we can consign to you in large 
quantities if you agree to sell them to the highest bidder 
at your end. We shall gladly pay a commission of 
five per cent on the sale value of the stocks and bear 
all expenses ourselves 

We guarantee that the quality of our goods would 
be exactly similar to if not better than the sample 
forwarded by this maiL In view of this guarantee we 
require your financial assis ance m the shape of advance* 
against our consignments and we agree to pay you ax 
per cent interest on the amount of vour advances from 
the date of advance to the date of reabsat on of die 
sales together with all incidental out of pocket charges 
If you agree to these principles and to this mode 
of business we assure you that the amount and extent 
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of our business will be nothing less than £5000 pcx-rcL 
sterling per annum. We would require you to ooen a 
confirmed Barker’s Letter of Credit for a nominal 
amount, say, of £250 pounds sterling, at die beginning 
which could be extended and augmented if our goods arw 
found satisfactory and easily saleable. 

Please let us know the pnce at which we are to 
invoice these fruits C. IF your Port, and we agree to 
invoice our goods strictly on the basis of these pnces. 
We would be glad to draw 75 (senventy five) per cent 
of such invoice vain* of our goods, but if you object we 
will be satisfied even by drawing sixty per cent, of such 
trvoice value of the goods. 

Wc trust cur simple will appeal to you and you will 
agree to our mode of business. Should this be so we 
request you to immediately open a credit for the above 
mentioned amount to enable us to commence business 
at once, as we have alreadv huge stocks lying with us. 

Expecting that our introduction will lead to per 
marent business connection and assuring you of our 
best co-operation. 

We remain, 

Yours faithfully. 

OFFERING K YVY GOODS WITH TERMS. 

The following letter gives sufficient 
detail as to term and condition for con- 
signment of raw goods for sale in 
foreign market. 

Dear Sir, 

We have seen your advertisement m the IncLan 
Trade Journal of Calcutta. 
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We deal very largely m some of your business 
lines nor only as shippers but as actual collectors and 
stockists, and are in a position to send large consign 
ments in 3 profitable market according to opportunities. 
Being intimately connected with the sources of supply and 
origin we get these articles often very cheap and can thus 
undersell others 

But for a large permanent business we suggest to 
you a general method You will please report to us 
regularly the prices for your commodities ruling m your 
market We would be examining them and as soon as 
suitable opportunities offer would be cabling to you firm 
offers In the meanwhile, if we have any odd stock 
lots we would be sending them on a consignment basis 
but drawing 80 (eighty) per cent of the value according 
to the prices ruling in your market 

There is one particular thing viz Cassia seeds which 
wc can regularly ship to you on consignment to be sold 
there locally to the highest bidders in addition to per 
manenr contracts To do this you are to open a stand 
mg Letter of Credit in our favour for 80 (eighty) per 
cent of the invoice value of the goods based on your 
market report We shall draw at90dsD A orD P 
as your Letter of Credit stipulates and guarantees This 
finances us to a certain extent until the goods are sold,, 
whereas you practically get the opportunity of earning 
your commission of 5 (five) per cent which we agree 
to give you on the sale price without your undertaking 
any risk whatsoever 

We can forward to you consignment also at tunes 
of Black and White Pepper, Ginger, Mace Nutmegs, 
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Cardamon. Cmnan cn Dried fru-ts etc. But foe such, 
large hres as Rice Dessia^ed Coconut, Grourd Nuts 
'etc_ you have always to coke vour own purchases If 
this procedure su j you, we would request vou to com 
netice jencLng marke reports to us ceguiarlv and open a 
confirmed Barker s Credit for sav £1 000 

TeBSIS — As between pnnapal to principal each side 
fcesnr & its ow- telegraphic expenses. 

Telegrams — One's will remain m force up to i 
week of the despatch of the Telegram during w lich time 
each partv will remaai bound down but after that i 
will become optional. Telegnphic offe-s stipulating 
tine of replv are not included m this cat gory 

lNSU7-0.CE. — In case of direct purchase GIF 
offers will mean marine insurance above the it otce value 
Sweat ard rsk cf Pdferaee not included and extra «nd 
will be cover-d at specui request cr'y Cons' gnments 
are cuts dc dux rul* and will be insured at consignee s 
risk and opinion. Consignment goods w II hair polices 
payable m Cal-mtta ard contracts will h-ve pol aes pay 
aMe at desnnacon. 

AccouNtS — Accourts wall be adjus *d every sot 
mcrdis, re., on the aCth Jure ard 31s December Bu" 
t£ arvnrre any side is ove-due mom than £100 stcling 
the defaulting party shall be to remit the same on 
r-ques* immedia-elv 

Actual sale reports in case o* consgnments will 
have to be formfeed withcu any dJrereice to real facts 
ard veur books shall be open to irupecnor and exanuna 
- Ecru Consignments are to be sold to die highest bid 
de*s without anv delay whatsoever ard the earlest 
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opportunity Unless any fixed limits are given or stipu 
lation made sales are not to be delayed, and in case 
of intentional and negligent failures the storing charges 
Will be for your accounts Invoices ordinarily sent with 
documents in case of consignments will not denote limits 
unless separately confirmed, and goods may be sold for 
jour account, at above or below these rates 

ARBITRATION — Arbitration will be effected in 
with each side nominating its representative with 
an umpire in case of non agreement Lloyd’s Survey 
Reports accepted 

Weicht — In case of consignments, delivered weight 
if the buyers so insist In all other cases shipment 
weights Invoice weights will be final, if accompanied 
with Licensed Measurer’s weighmrnt certificates in case 
of contracts 

Trusting that these terms will appeal to you and 
awaiting your confirmation. 

We remain 
Yours very truly. 


PRODUCE MERCHANT REPLYING TO 
enquiry. 

A produce merchant replies to en- 
quiry regarding market condition and 
offering exclusive business 

Gentlemen, 

We acknowledge receipt ol your communication of 
the 19th ult , which will prove of unusual mterest to t » 
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prov.ded vou agree to confine yourselves exclusrvelv to 
us in tne United States and satisfactory arrangements 
can be made between us 

W* am pleased to learn of your afcilitv to quo e us 
advantagtcusK on Black and White Peprer Mace Nut 
ne< CartLmom. Gr.iumrn Dried Fruits etc fc* t 
before we can en-ertatn anv offers, we wdi have to secure 
r e p t e s enatxve samples of all products and satisfactory 
local backing and trade mformaton regartLng your »-v 
ponsiMity which kmdlv submit without delav other 
wise tt is useless to continue regotiacons- 

We do not believe it will be practical for us to report 
to you regularly the market cord-Qcns here but sugges* 
that, in view of your fcemg sicua ed m the primarv market, 
vou cable tis frequently firm offers or indications, which 
will give us the opportunity of sizing up the situation 
more intelligently 

We will not. under anv consideration, establish 
letter of credit in vour favour until we are satisfied 
to your standing or finance you or your shipments to 
the extent of 80 per cent, of invoice value simply in 
cons deration of 5 per cent, commission. We must how 
ever msis upon securing full advantage of anv advarce 
m price secured above your invoice less actual cartage 
s erage or incidental charges, if anv pertammg to hand 
Itrg the merchandise 

^e find vour prooosal for each party to bear the 
expense of them own cables satisfactory , as well *s offers. 
w-*uch are to remain firm for one week from date of 
dispatch (Sundays and holidays ex cep ed) , unless ste**- 
la'ed to the contra *v 
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Wc prefer all shipments, including consignments, 
to be made via fast direct steamers and to be covered by 
all risks of insurance at your end as we do not see why 
we should assume this responsibility when we make -id* 
vances agamst these, and when we do, policies must be 
payable to us in New York. 

We will have to insist upon all accounts to be settled 
and payable monthly, excepting in cases of consignments, 
when they are to be settled when disposed of 

We do not believe, in view of what we have stated 
above regarding consignments, that it will be necessary 
for us so disclose our records but in all ca c es, we will 
make every effort to dispose of them promptly at the best 
possible price, although we will be guided by your in- 
struction in this respect 

We find the usual procedure for arbitration is for 
each patty involved to select an arbitrator, but m the 
iven of the«e two not agreeing, they in turn select an 
umpire, whose decision is final and binding, but this 
applies to all deputes and has no reference to non pay 
ment of any possible claims, which are payable promptly 
by you, when passed upon by the arbitrators, or will we 
accept Lloyd’s Reports as final 

We will be compelled to sell on delivered net weights 
in all cases of consignments but on direct importations, 
net shipping weights to prevail, providing certified 
Weigher’s Certificate accompanies all documents 

We suggest that you advise up promptly whether it 
is your intention to quote us in Sterling or United States 
Currency, ar,d whether wt are to use the cable address 
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and codes mentioned on >our letter head, in the exchange 
of cables between us. 

We have as jet failed to receive any assurance from 
you regarding quality of merchandise, packing, marking 
which krndli give vour attention. 

Yours very trulv. 


PRODtCE MERCHANT CRITICISING 
MARKET. 

The following describes difficulties 
of development, and tells which arti- 
cles are in lines and suggests other 
business. 

Dear Sirs 

Your lerer of May 4th was duly received about 
two weeks ago and had received our most careful 
consideration. 

We thank you very much for your kind offer to 
send us goods on consignment, but we are aware of a 
great deal of difficulues on the way of development of 
business relations of such a nature, owing to the long 
distance separating our markets 

Besides, all products that you propose to send us on 
consignment ir, pepper, ginger, cardamom and cinna- 
mon are not in our lines, are needed but in approwrate- 
ly small quantities and supplied in abundance from 
Hamburg 

Cassia seeds have almost no market here, having 
been superseded in the Course of last years by other rerve 
dies of same effect. 
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It is almost impossible to sell anything here, if terms, 
of payment are not the most convenient for buyers As 
a matter of fact, foodstuffs are sold lately only on docu 
ment drafts payable through local Banks at sight or even 
a certain time after 

Taking in account all above stated we do not 
venture to accept goods on consignment at present, but 
shall be open to reconsider this question in the future, 
when conditions improve here, as well as our relations 
with Indian Market are bcttec established and experience 
as to its peculianties gained 

If you are willing to sell on terms of payment pre 
vailing here, ie, against payment of bills of exchange 
drawn upon us at sight, we shall endeavour to pass you 
orders on receipt of samples and your prices c 1 f Helsmg 
fors or any other Finish port 

Rice, raw sugar and good tea may be sold here d 
prices were not too high We could find market also for 
cocopalm fibre, suitable for manufacturing mats 

We could offer for export, if you were interested Ui 
this article from 1000 to 5000 cases ( 720 0 boxes in case) 
cf first quality (not inferior to Swedish) matches made 
in Finland — Eng Sh 130/ per case c i f Hamburg 

Thanking you for your kind offer to co-operate With 
us and believing that in spite of some difficulties good 
re'ults may ensure in the course of time. 

We beg to remain. Dear Sirs, 
Yours faithfully. 
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PRODUCE MERCHANT SUGGESTING. 

The produce merchant in the follow- 
ing expresses willingness to enter into 
business relations and quotes his terms. 

Gentlemen, 

With further reference to die communication cl 
our Executive Secretary of June 5th. we wish to state 
that we would be very much pleased to establish business 
relations with jour esteemed house. 

In order to successfully operate the importation of 
goods suggested by you, it would be necessary first to 
establish a quality of your goods in this nutlet To this 
end, you would have to furnish us with a full set of 
samples, sufficiently large to male an analytical test of 
such 

As to the actual method of operation and effecting 
payment, we are sorry to state that die outline presented 
by you does not meet with our approval, because it is 
cvniran to the established policy of this country 

We would further hie to point out to you, that we 
arc direct importers, hence, principals m each transaction. 

The method applied by us in other lines of similar 
nature is as follows the foreign merchant or producer 
offers us direct the goods at the price that he may wish " 
to sell them to us, and if the pnee and other details meet 
with our requirements, we confirm and instruct to ship 
In each case you are to inform us as to whether the goods 
are exactly as the samples submitted to us, together with 
information as to the form of packing, and other detail? 
that will enable us to handle the matter both efficiently 
and mtelligendy. 
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It would b" very much simpler if you would quote 
GIF New York. Should you however, be unable to 
do so, you may quote us FAS steamer of jour port 
and inform us the specific details as to the net and gross 
weight and other particulars that would facilitate us in 
figuring the cost price C IF New York 

Method of Payment — On imports of other staple 
goods, we usually open bankers’ confirmed credits to 
cover 40 per cent of the value of the shipment payable 
to shipper at port of shipment against documents, which 
documents are in turn surrendered to us at port of 
destination against our trade acceptance up to 90 days 
You are also to instruct the bankers to permit inspection 
of the goods before effecting payment 

Commissions — T his question is eliminated as a 
result of the fourth paragraph of this letter 

Export — Taking this occasion, we wish to inform 
•you, that we are Exclusive Selling Agents of a 
number of manufacturers of goods desenbed in tbe 
enclosed list Thus we are m a position to render just 
as good service as any other organization and in some 
cases even mere attractive 

For your information in order to assure absolute 
success of this undertaking whether in export or import 
or both you would have to agree to do business with thi« 
country through no other house 

Should the outline as brought forward above meet 
with your approval we wojld appreciate it if you would 
draw up an agreement in duplicate along the lines 
mentioned sign both copies and mad them to us for 
approval and count»r signature One copy with our 
signature will be returned to you upon ratification 
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In closing this communication, we wish to assure 
you that we are well in a position to develop a profitable 
business, provided we can get the co-operation of the 
other party, and we leave it to you to give careful and 
prompt consideration to the matter 

Anxiously awaiting your further good rews, we are, 
Yours very truly. 


CONSIGNMENT OF GOODS. 

This letter expresses favourable im- 
pression of a common friend’s recom- 
mendation and willingness to enter 
into business upon consignment basis. 
Gentlemen 

We are in possession of your favour of the 3rd 
January, and also received a communication f-om our 
mutual friends, Messrs of your Gty, by the 

same mail 

We are favourably impressed by our friends’ 
information concerning your firm, and are ready to etirer 
into the business which you propose, as we have long been 
convinced that a good trade is to be done upon a con- 
signment basis, provided a thoroughly reliable firm could 
be found willing to take up and push such a trade. 

Our difficulty has been to find a firm which we 
consider suitable. We have had many offers, but there 
always seemed to be too great a risk involved, since we 
could not be assured that die consignments we might 
i send would find a market and there appeared every 
probability that, after remaining m South America for 
AIEIL 19. 
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some months, our goods would either be sold off at 
considerable loss or returned as unsaleable 

But our friends to whom we wrote specially upon 
the subject inform us that you have a good connection 
in the Hollow Ware Trade, and that you already import 
largely from this country, and acting entirely upon their 
advice we are sending you a consignment as a trial 

The goods will be shipped per s s La Plata, sailing 
on the 13th wsr We enclose herewith Consignment 
Note, and Bill of Lading will follow by next mail 

We also send you with consignment a number of 
our catalogues, and in our next letter will include full 
particulars as to discounts and terms both to importers 
and the retail trade 

If it will be any advantage to have the catalogues 
printed in Spanish we shall be willing to have same done. 

We think your proposals of rendering the accounts 
of sales monthly, quite satisfactory, and we will draw ac 
three months for the amount of such sales, which will be 
rendered with your commission deducted 

We are willing to allow you the extra 2£ per cent 
for del credere, as we, of course, could not risk any 
losses through bad debts 

We will insure all goods, and pay freight, and out 
prices will be quoted free Buenos Aires. 

Wc will wnte more fully on the various points 
when sending you the prices, etc. 

In regard to our productions, we would say that 
you can rely upon it that what our friends have claimed 
for us is perfectly warranted. We -do a very large trade 
with other South American States, and our factory is 
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one of the most important in this country In our own 
peculiar lines we take the lead, and a comparison of our 
coods with those of our competitors m vour market 
wall convince you of this. 

Anything m reason that we can do to assist you to 
create a demand for our product in your market wall reach 
you safely, and lead to a mutually profitable connection 
between us 

We remain, Gentlemen, 

Yours very crulv, 

PRINTERS SEEKING BUSINESS. 

The following is a circular issued out 
by a German Printing house giving 
description of its capacity. 

Gentlemen, 

We herewith beg to offer our services for the 
execution of printing work of every description, m anv 
quantity and in every language of the cmlised world 

Our establishment da'es from 1871, has 100 pnnttng 
machines m operation, and employs over 1000 workmen 
We are fully equipped to execute book printing, litho- 
graphic, offset and intaglio panting of every d-gree of 
quality We have our own studios for artistic sketching, 
and chemigraphical and book binding shops. 

We have permanent contracts for the panting of 4** 
newspapers and trade journals, with and without illus- 
trations. We execute the printing of all kinds of 
catalogues from the plainest to the most elaborate, school 
books, pamphlets, posters, picture postcards, and large 
editions of coloured pictures. We have, up to the 
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present, been entrusted with the printing of over 20 
milliards of banknotes for the German Reichsbank 
Our foreign department has now under the press 
large contracts for school books, novels, catalogues, etc , 
for Sweden, Denmark, Lithuania, Ukraine, Switzerland, 
Italy, Holland and other countries, and since the last 
summer we have exported over 3,000,000 copies of 
books in foreign languages ✓ 

If you require punted matter of any kind (catalo- 
gues, price lists books, periodicals, etc ) and inform 
us as to the nature of the work, its form, subject matter, 
illustration, binding, paper required, and extent of 
edition etc , we shall be pleased to submit estimates with 
the utmost despatch and free of charge 

By timely purchases and the making of favourable 
contracts for current delivery exrensive stocks of paper 
have been secured so that quick execution and delivery 
of large editions can be guaranteed 

Original Mss should be typewritten In the case 
of reprints of existing editions a copy of these should 
be submitted. We are m a position to correspond in 
any language 

All estimates are made on the lowest standard 
prices and execution of orders guaranteed at fixed dates 
Our references — 

Messrs Hardy & Co , G m b H , Berlin 
The Deutsche Bank, Berlin 
The Dresdrer Bank, Berlin 
The Disconto-GeseJIschaft, Berlin 
The National Bank, Berlin 
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Trusting to be favoured with your esteemed orders 
and assuring you of our best attention at all times. 

We are. Gentlemen etc 


PHARMACIST SENDING OUT CIRCULAR. 

The attractive opening and carefully 
brief description of the selling article 
in the fallowing will serve as a guide 
to many beginners. 

Gentlemen. 

Just because the enclosed circulars are in printed 
form, there is no reason why they should not be read 
as carefully as you would desire vour own advertising 
matter read by their recipients before reaching the waste- 
paper basket Taking ir for granted that you will do us 
this courtesy, we are confident that you will become in- 
terested m four important business-building lines, each 
the besc product of its land on our market today* 

Dr. Sheffield’s Dentifrice is made by one of 
the oldest tooth paste houses in the United States 
established m 1850 and nationally known. It is only 
furnished m large sac tube, but makers also offer their 
Special Label Tooth Paste in small and large sires. 
Study this line particularly as it will surely prove to be 
a profitable one to you The consumer will welcome 
most enthusiastically Kellogg’s Tasteless Castor 
Oil, for we all know how distasteful and nauseating a 
dose of the old fashioned od is. Our Spring Water. 
nature’s remedy, has for manv years been highly recom- 
mended by leading physicians of the world for kidney 
and bladder troubles and also other ailments 
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Price List is enclosed Export Discount is 50 pn 
cent on all quotations excepting out Spring Watet 
which are net. 

Do not delay m writing us for further information 
Samples will be cheerfully furnished with our comph 
ments 

Very truly yours, 


SEEKING SPECIAL STUDENTS. 

The following is a circular by a 
School of ’ Correspondence inducing 
students to get special promotion- 
getting training. 

Dear Sir, 

What kind of man does your boss promote* If 
you don't know, find out — keep your eyes and ears 
open — ask questions when you get a chance Make it 
your business to know why men are hired or fired — 
and how you can get ahead 

Just now your boss is busy taking stock — figuring 
up profit and loss for 1941 — laying plans of 1942 — 
getting ready to make this the best year he ever bad 
He is going over your record — j our failures and successes 
— your interest or lack of it — your ability to handle 
new situations — your progress during the past — your 
prospects for the year to come 

Can you do better than to follow bis example* — 
to take stock of your record, your prospects* Your 
employer studies how to increase his producing ability — 
correct his mistakes — make things come hts way 
Prepare for opportunity in advance — then you can 
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spend your time and energy in “malting good” when 
opportunity comes. 

When your employer wonts specific information — 
— he sends a man to dig it out for him. He hasn’t ame 
to go himself — nor, perhaps the ability to get at the facts 
— but he will pay well for the information. Our text 
bools present the experience and investigations of 
experts— they enable you to get at valuable facts — to 
do the special work which brings special pay 

Home study — during your spare time — wall put the 
cutting edge on your training This certificated-used 
within thirty days — entitles you Co a complete and 
pracn cal library, free of cost If you wash pay $3 00 a 
month — at the $5 00 a month race. Make yourself the 
land of a man that your boss will promote ’ 

Ver\ truly yours. 


WEEKLIES SEEKING ADYKKTISt^IEJpr. 
The following is a letter showing 
effective use of informality in inviting 
advertisers to use the medium. 

Gentlemen, 

Looking for quick returns and profitable ones? 
Sure 1 

Then you’ll be glad to know tbe absolute truth 
about these two splendid weeklies. 

They are top-notchers. 

They are uniformly good in bringing replies at a 
price the advertiser can well afford to pay 

Some advertisers use them both every week Others 
find big copy once a month more profitable 
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Nearly every one who uses them however 15 
satisfied. 

Better join this bunch of .satisfied ones 
Better— far better— use them now than to put the 
nutter off even a week or two 
How ab our you 9 

Very truly yours, 

CJGATC MANUKA CTURER SEEKING 
CUSTOMERS. 

The following shows a style of cor- 
respondence that is brisk yet dignified 
in which the cigar manufacturer in- 
duces curiosity in the smoker. 

Dear Sir, 

A new delight awaits you 

Have you ever smoked a real Fresh Havana 
Cigar’ 

It is far better than the dry, ensp veteran of the 
show-case, which you buy from the retailer 

In buying direct from our factory, you get a cigar 
which has been made only a few days, retaining all of 
its natural flavour and aroma, and you save all 
middlemen’s profits 

Robert’s Havana Cigars are handmade, by 
Cubans from the best grade of Havana tobacco — out 
own importation 1 

These Cuhans know how to make a Havana cigar 
so that it smokes free, smooth, and even — bnnging out 
roe full, rich aroma 

We want to send you 100 Robert’s Havana 
icars, express prepaid, with the understanding that 
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if after smoking ten, you are not pleased with them, 
vou may return the remaining ninety at our expense 

Isnt that a fair proposition 7 You can t lose any- 
thing while ne stand to lose the expense boch wavs, and 
the ten agars which you smoke 

Don’t send any money, but give us a chance to 
prove everv statement we have made — at our own 
expense ' 

Fill out the enclosed blank for fifty of each size 
and mail it to us. 

Today right now 1 

Very truly yours, 

TR \DE-INCR EASING LETTER TO 
CUSTOMERS. 

Here the head of the concern comes 
right out frankly and asks the custo- 
mer why he doesn’t do more trading 
with this firm. The letter is a pood 
example of how straight-forwardness 
may be used and yet not overdone. 

Dear Sir, 

I’ve often wondered why you've only favoured us 
semi-occasionallv with an order Thought I’d frankly 
write you to-day and find out. 

Ol course, I deeply appreciate every rupee’s worth 
you ever bought here It’s simple human nature for a 
fellow to want all the business he can get. 

Ycu have doubtless found our merchandise and 
'«vice satisfactory Isn’t that so 7 I ask this for 
a very special reason* If everything isn’t right — tf there- 
is even the slightest cause for dissatisfaction on your 
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part — I will consider it a great personal favour if you 
will promptly let me know just what it is 

And above all things, don’t overlook our double 
discount of 5 per cent additional if the cash cometh 
-also 

It’s a money saving thought It’s a thing to act on 
whenever you have a need in our line Won’t you bear 
it in mind 9 

Cordially yours, 

BUYING DIRECT IS A BETTER IIABIT. 

A very interesting letter to physi- 
cians offering big savings, better ser- 
vice and fresher goods by dealing 
direct with this pharmaceutical order 
house. 

Put the Middleman's money in your own pocket’ 
Dear Doctor, 

Why keep on giving money to the middlemen 9 
The pharmaceutical wholesaler and jobber have cheerfully 
^cashed in on you these many years Why not have 
done with them here and now 9 We’ie going to help 
you do it 

We manufacture everything you need, right in 
our own factory By selling you direct, we save you 
25 per cent, to 40 per cent Also 5 per cent, minimum 
on orders sent by mad And we pay freight on Rs 15 
or over This means 5 per cent, more 

Yesterday died last night We change our habits 
We take on better ones Buying direct of the makers 
is a better habit for you Less cost, less trouble — more 
satisfaction And you get better, newer, fresher goods 
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Quit getting your supplies the old way Y(>u ve 
found a new and better one 

Start it now* Sincerely yours, 

REMEDY FOR LIVER, STOMACH ANI> 
BOWEL TROUBLES. 

Here the reader is promised ready 
relief through a pleasant, pure, whale- 
some vegetable compound. This letter 
creates business for the dealer. 

Dear Fnend, 

We call you “fnend ’’ You know a great philoso- 
pher said “To have fnends, you must be one ” So, 
we'U prove we can be your fnend 

You need not suffer with liver, stomach, or bowel 
trouble a day longer It's absolutely unnecessary 
inexcusable 

Neither need you take violent drugs. Drugs that 
rend your system Drugs that do you more harm than 
good There’s an easier, better, simpler, surer way 
A deliaously flavoured, pleasant, pure and absolutely 
wholesome vegetable compound for your trouble, is our 
fnendship’s offenng to you to-day This safe, sane and 
effective remedy ts Laha’s Liver Tome Its work seems 
almost magical 

Your indigestion or biliousness or consnpation or 
loss of appetite, or dull, sluggish, tired feelings will be 
absolutely forgotten Laha’s Tome is also taken 
to prevent malaria, jaundice, typhoid and everything 
brought on by stagnant liver, stomach and bowels 

You were bom healthy You’ve a right to 
be healthy You can be • Laha’s Tome works 
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nature Nature sometimes needs a boost when y ou ve 
unknowingly blocked it 

A rupee bottle of Lahas Tonic starts you or* ,f, e 
road to a happy change The old time zest in tife ( [ l3C 
keen appetite, that buoyant, bounding energy an j 
sound, sweet sleep at nght will soon be yours o nce 
more. You won r let a nipee stand between you j 
all this — certainly not 1 

The Central Dnjg Store has a package ready f or 
you Go and get it now Don t wait, don’t suff er> 
don t keep on taking the wrong stuff— the road to r^y 
health lies before you 

Yours for quick results 

ADJUSTABLE BED REST FOR INJURED 
Here u a thirty-day free trial offer 
as a sincere inducement for trial of a 
humanitarian device to be used set pain 
ft.1 accident cases 

Investigate — py all means 

Dear Doctor, 

Knowing it will quickly commend itself to yi^, 
as a positive blessing to patient physician and nur^. 
alike we are very anxious to despatch you our Sick Bcj 
Rest for immediate trial 

Readily adjustable to any bed, it is the most ingen, 
ous of latter-day sick room devices. 

You d find its uses and benefits surprisingfy man), 

It saves the patient saves the nurse, saves the doctor 
Whether for chronic invalid or accident patien^ 
the Sick Bed Rest does away with a world of suffering 
inconvenience trouble and time-loss 
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Its humanitarian phases, in addition to its wonderful 
utility, flexibility , adaptability in handling the most sen 
ous cases, we are sure, would strongly appeal to >ou 

The Bed Rest is rightly named. It brings to the 
sick, room a helpful, restful, soothing influence, greatly 
reducing nervous strain on the patient and minimizing 
the work of ihe physician and nurse 

Test it thirty days at our nsk then return it at our 
expense if not supremely satisfactory 

Just send the enclosed card to-day It doesn’t 
oblige you in die least. We are only glad to demons- 
trate thoroughly No harm done if you don’t keep it r 
May we hope you mail the card at cnee 9 

Yours very truly, 

FOLLOW-UP LETTER ON THE BED REST. 

This device is a relief to the patient, 
a credit to the doctor, a help to the 
nurse. The thirty-day return privilege 
puts the proof up to the article itself. 

Dear Doctor, 

We’ve brought down to a simple, painless science 
the handling of fractures of every kind, the moving of 
paralytics and helpless patients generally That’s why 
the Side Bed Rest materially lessens your anxiety over 
the progress of that character 

This new appliance, besides handling and lifting 
patients without the least discomfort, makes changing of 
bedding, or the use of bed pan, a quick, non troublesome 
operation both for the nurse and her (barge 

The Side Bed Rest has the warm, willing endorse 
merit of every physician, patient and nurse, wherever 
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used All are highly enthusiastic over its smooth opera 
tion and the grateful ease it affoids the patients 

No slipping, no jolting, no shocks — absolutely 
painless lifting and lowering, with the individual scarcely 
realizing he is being moved The Bed Rest is quickly 
adjustable to any bed rail by a patient clamp and easily 
adapted to any width or length of bed 

It is a relief to the patient, a credit to the doctor, 
2 help to the nurse 

Strictly at our own nsk we want you to tty it 
The card enclosed entitles you to our offer of thirty- 
day return privilege 

Kindly mail it to us to-night, so that we may ship 
without delay We are positive you will be strongly in 
favour of the appliance within twenty four hours after 
its being put to use 

Feelmg that you will find it wise — to avail yourself 
of our offer in to-night’s mail, we are. 

Yours very truly, 

A TYKE LETTER ANNOUNCING NEW LINE. 

This dealer offers a special discount 
on standard make to introduce his 
goods. It is a letter that tells the 
facts, yet uses words sparingly. 

Dear Sir, 

Good news 1 

We have just taken over the wholesale and retail 
agency for the Mats Warranted Tyre We propose to 
make a big showing in the introduction of them. There 
is but ore way to this — and. 

More good news! 
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We will offer a hberal price reduction for two weeks 
on this high quality tyre, so that motorists will be 
interested in giving it a trial immediately 

Every purchaser of this tyre gets a written guarantee 
of 6 000 miles. It has many solid qualities of endurance 
that substantiate every rest given it by motorists. Combed 
sea island fabrics of highest grade go into the Mars 
carcass Only the best, pure new live rubber is used m 
the trade Skilled workmen make the Mars Tyre bv 
hand It is vulcanized slowly Rigidly inspected tho- 
roughly tested. 

To induce you to try this tyre at once our offer 
is — We will allow you a 20 per cent discount on all 
Mars Tyres bought before May 10th. 

We hope you will promptly take advantage of this 
unusual offer Rarely, if ever, is a tyre of Mars quality 
offered at so liberal discount 

This tyre will prove a big money saver for you 
Better get in your order nght now— this big discount is 
positively off on May 10th. Yours very truly, 

OFFERING A DISCOUNT AND FREE TRIAL. 

A good mail salesman is careful to 
show he understands what his pros* 
pect particularly wants. By this 
method the writer wins sympathetic 
attention. The special offer and per 
social tone m this letter are spurs to 
immediate action. 

My dear Doctor, 

, Will you kindly fill out and send me personally, 
the enclosed mailing card, after selecting the style of self 
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filling fountain pen you like 9 You are making no 
purchase and in no way obligating yourself You ate 
simply invited by me to try this paragon of perfection 
in fountain pens I am anxious to have you do 
so whether you need a pen or not 

If it isn’t positively the most satisfactory, convenient, 
clearly and constantly ready to-write fountain pen you 
ever used, you can return it without comment. If after 
ten-day’s use it endears itself to you, I shall indeed be 
glad to have you keep it, deducting a discount of 25 
per cent from the enclosed illustrated list, and remitting 
the low net price 

I repeat that in mailing this card to-day, you are 
making no purchase and in no way obligating yourself 
I am quite sure, however, that you will not be willing 
to part with this remarkable fountain pen after you have 
tried it Of all those you have seen advertised or tried, 
the Criterion is positively the last word in successful 
fountain pens 

It is realty cured of all the bad habits of other k"tds 

It writes the moment it touches the paper no down 
ward ink or get ready motion is necessary It is temper 
proof No other self filling pen can be filled or cleaned 
with the perfect ease, swiftness and safety from ink soiled 
fingers, desk or clothes Clearing the CRITERION simply 
consists of the same instantaneous operation as filling, 
only you use water 

I feel, Doctor, that one of these pens will be a 
source of constant, genuine satisfaction to you, arid 
would ask that in filling out this card you state whether 
you prefer a fine, medium, or coarse pen point After 
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you find it an absolute innovation in non troublesome 
.fountain pens I am going to ask you to accept with 
our compliments in addition to the 25 per cent, discount 
a chp<lap pocket retainer to be attached to the pen, which 
is a very useful little safety device 

So many members of the medical profession are 
now using CriterIQS because of their freedom from 
fountain-pen faults, that I am almost positive 7011 will 
te just as bighl) gratified after a few day s trial 

May I hope Doctor that you will make a selection 
and mail us this card to-day’ 

Sincerely yours 


THE FOLLOW UP POUC\ 

Here is a series of letters showing 
how follow-ups need not b» pestering 
Dear Sir, 

May we ask how you Uked die Morning Sun 
cigarette ’ 

Is not it a refresher ’ 

Something mot. 

Something different. 

And only Rs. per 100 in a nice tin. 

Yours truly. 


Dear Sir 

This is just a reminder that our best services are 
always at your disposal. 

And, if you had now had an opportunity of testing 
t hese sample cigarettes of combined vanety of Tnduno- 
J»ly and Monghvr blended into the finest quality of 
ME31, 20 
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India made articles, your opinion of them will be greatly 
appreciated 

You will remember we sent you samples of the 
cigarettes at Re 1/ per tin of fifty 
It is our most earnest desire to give you entre 
satisfaction, and as the cigarettes were not to 
your liking we are, naturally, doubly anxious to hear 
whether one of the above brand suited you to nicety 
Yours very trulj, 


ELIMINATING LETTERS 

When regular follow-ups fail to 
elicit answers, it rs advisable to break 
through a regular schedule of follow- 
ups Here is a very personal com- 
munication intended to bnng a reply. 

Dear Sir, 

About a month ago I sent the enclosed to you as 
one of a select list of in Bombay 

It missed l 

Either it went in the W P B nraightway or 
Present service was so satisfactory that no change 
was desired. 

There was no |ob at tbe moment to quote on or 
I struck a wrong note somewhere 
You know more than I do Do me a favour — tell 
me why it missed. 

Yours very faithfully. 


Dear Sir, 

May I ask you a personal favour ? 
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It is evident to roe that there is some big doubt 
or difficulty in your mind, but I do not know fust what 
it is. 

Will you in confidence, tell roe 7 

If I then find I can see a wav of helping yea, ovec 
jour difficulty, I will ot course do so But if there ^ n o 
way over ot around it, I will be perfectly frank Witfy 
Yours ett 

PROVING THAT A GOOD AUDIT IS 
A VALUABLE ASSET. 

Here the value of an audit is well 
expounded. The idea of its effect upon 
the firm’s standing and general credit 
is one that will strike ddep with the 
thoughtful business man. It is a vital 
point, well included in any accounting 
letter. 

Dear Sir, 

A good audit is eloquent evidence of vour fom’s 
growth It speaks of your progressive spirit, y our 
modernism. It means you arc down to-now in thought 
and action. It has a good effect upon every-one 
whom you deal Banks and business houses prcy^ptly 
concluded that you are successful and proud of contJj tIon 
of your business. They like to deal with a firtt l 
this — they extend credit generously and gladly 

In addition to the above advantages, a good audit 
also gives you better and bigger ideas about the poss*. 
bilities of your business. Furthermore, it puts yc w on 
your guard against mistakes of the past. 
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Our auditing service differs from the ordinary — we 
have a specialist for every branch of this work. He 
knows that one branch well He does nothing else 
When we undertake your work, this group of specialists 
concentrates on your Accounting system, thoroughly ana 
lyses it, and brings to bear all of its experr knowledge 
Your tax problems alone, properly analysed, will 
mean a much bigger saving than you thought possible 
Our attorney has had long and valued experience in this 
particular work, and you get the full advantage of his 
services without additional charge 

It does not oblige you to hate one of our repre 
sentatives’ call His suggestions may prove the de 
suability of having an audit made or a new Accounting 
system installed Write us to-day, stating just when 
you want to see him. Your letter will be productive 
of many benefits — and they will be immediate 

Yours vety truly, 

APPLYING FOR A POSITION AS 
SALESMAN. 

Here is a straight-out, manly talk 
that proves the applicant has a know- 
ledge of the correct principles of 
salesmanship Confidence is a sales- 
man’s highest asset. 

Dear Sir, 

Will you let me come to your office and sell myself 
to you, thereby proving I can sell your merchandise 

I have just read your advertisement It is just the 
opportunity I’ve been looking for 
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Have had ample experience selling a line simdar 
to jours, and can bring letters that will show a cl cm 
and successful sales record. 

You want a man who knows die goods and the trade. 
You want a producer who has ambition aggress*'^ 
ness — and never puts off all to-morrow the sale he can 
make to-daj 

I can measure up 
When can I call 9 

Yours respectfully 


COLLECTOR ASSERTS HIS ABILITY TO 
GET RESULTS 

This is a letter that breathes energy 
and activity If the reader has had 
•previous AnsagrwiAe e-cpmenres -wAb 
collectors, he is urged to hold himself 
open to conviction and give the writer 
an opportunity to prove his ability 

Found f A Gollector \X ho G<n 1 
Dear Sir, 

I can collect ever) rupee due to vou. Ever) rupfc 1 

This is a broad statement. Bu 1 m here to prove 
tt at my own nsh. 

No matter whether you or somebody else failed 
to get it nor how sceptical you axe about collectors, 
nor how dubious of the writers ability — jet the fact 
remains that you’ve found the collector who can — 

Who can gee your money for you. 

Lets rot waste ame corresponding. Action beats 
utterance 
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Fill out the enclosed claim blank right away and 
send it in Put us to test, at once Make us prate, a< 
our own risk — not yours 

President Wilson said “No man’s too great to 
change his mind— in fact, he proves his greatness when 
he does change his mind ” If you’ve had an unfavour 
able experience with collection agencies and thought they 
were all alike, change your mind right now, and be open 
to conviction. » 

Act immediately 

Yours for surprising results, 


ARGUING VALUE OF ADVERTISING 
SERVICE. 

Not the price but what the literature 
accomplishes is to be considered, the 
writer urges. To make his ideas sale- 
able additional suggestions are offered. 

Dear Mr Harmon, 

This answers your good letter of the twentieth 
With advertising literature, it's not what you pay, 
it is what you get for what you pay 

“You never paid such prices for letters ” That’s a 
pretty good sign you’ve a genuine surprise in store for 
you as to what a letter can do * 

Your mailing campaign most likely needs a new 
analysis, so that the most attractive and forceful plan 
may be put into effect at once 

All this you would find in the letter compositions 
we propose to furnish You'd get back your initial ex- 
penditure a thousandfold 
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Furthermore, after you send us the details, well 
probably have suggestions about your stationery and 
printed matter which alone will be worth the price We 
make no extra charge for this 

Outside of the mere fee involved, I should be most 
happy to help you get fcetrer returns on every rupee you 
spend for printing and postal 

Faithfully yours. 


APPLYING FOR A POSITION AS ORGANIS- 
ING EXECUTIVE. 

Here is a goody frank, straight-for- 
ward statement of a man’s capabilities, 
ideals and ambitions. It is unusually 
effective because of its brevity. 

Dear Sr, 

I want a man size job I want a job with a lot 
of responsibility and hard work problems to fight, 
obstacles to overcome, where there are big stakes to 
to — and my rewards are proportionate to mv effort. 

I believe m what Edison said “Success is 10 
per '-ent. inspiration and 90 per cent, perspiration.” 

Fie created, perfected, marketed products. Fve 
organised and sold stock. Fve made a market that 
called for increased facilities. The business I had, grew 
from a one-man affair to a three-quarter culhon-per year 
■enterprise. 

So, I know the ropes, obstacles, pitfalls. Mv 
experience and mistakes can profit me m some new 
i opportunity where I may keep others from the same 
blunders “Often failure is only opportunity yanking 
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us out of the wrong path” The College of Hard 
Knocks is mankind’s greatest school. 

My age? Forty. 

Judgment? Mature. 

Health? Good. 

Record 9 Clean 
Experience ? Broad. 

Ambitjpn ? Endless. 

What is your greatest business need 9 When can 
you and I talk it over? 

Who knows? May be success waits ’round the . 
comer for both of us' 

Yours sincerely, 

SOLICITING AN ORDER TO WRITE 
BUSINESS LETTERS. 

A daring argument advanced in an 
unusual manner, but commanding 
attention because it is direct and brief. 

The reader’s attention is cleverly called 
to an enclosed circular. He is urged to 
employ a writer whose material will 
bring results. 

Dear Sir, 

You want your business letters to make busy men 
sit up and sign order blanks, or write cheque, send 
telegrams, ask prices or demand other information 
"Yes?” Then- 

No matter how busy you arc, or how important 
your other mail, that came- with this — 

Be careful 1 Don’t* miss reading the enclosed, j 
You can’t afford to take thb-responsibility. 
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And when you read it, bear this in mind The 
greatest doctor rarely cures himself The wisest man 
can’t see his own faults So the keenest advertiser g ets 
the other fellow’s ideas He doesn’t fight conviq lQri 
he welcomes it 

Two heads are better than one. Let’s g e t 
together to plan that new senes of letters, that bookJ ct to 
the trade, that circular to the general public, that 
magazine page 

Let us send some one to see you We’ve i> 0 ise 
less, soothing, satisfying representative — and he’s 
dying to come 

Won’t you name the day 9 

Yours very truly, 

APPLICATION FOR A STENOGRAPH^ 

pusmtxv. 

This letter, because of its terse, 
direct sentences, convinces the em- 
ployer of the applicant's intelligence, 
good taste, judgment, and knowledge 
of the correct principles of letter 
writing, which are priceless qualifica- 
tions for any stenographer or secre- 
tary. 

Dear Sir, 

I have read your advertisement very caref 0 [|y__ 
By its wording and tone, I judge you want a Steno- 
grapher who 

—takes dictation rapidly 
— gets it down accurately 
— transcribes it correctly 
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— spell* and punctuates properly 
— is neat in her typing 
— arranges her letters effectively 
— reads her letters for mors 
—puts them on your desk in neat, accurate, 
perfect shape 

— is punctual, pains-taking and business-like 
— remembers what you tell her and relieves 
you of every detail she can. 

I have had the nghc training and am confident I 
can fulfil the above requirements to the letter 

My address is given above should you want me to 
-call for an interview 

Respectfully yours, 

APPLYING FOR A POSITION AS 
CORRESPONDENT 
This letter talks straight from the 
shoulder and is a splendid example of 
the kind of a letter the applicant can 
write. Few business men would 
hesitate to give the writer a hearing. 

T>ear Sir, 

Your advertisement for a correspondent attracted 
me because I have bad unusual experience in this work 
and believe I can fulfil your requirements to the letter 

You, of ccur'e, want vour routine correspondence 
-and sales letter written in forceful, clean cut style that 
gets results 

You want them to bring more inquiries, orders or 
remittances 

You don’t want them wordy or ambiguous 
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You. don’t want them poatly phrased, cc illiterate, 
with irmroper spelling or incorrect punctuat.on- 

You want theta to be direct and to the point — to 
get your stotv across — to mate up the other man’s mind 
— to bring back something 

I feel that I trow my wiyk, and, what is more 
bice to write letters better than am thmg else in the 
world. “ Art ” sard Robert Louis Stesenson, *~is man » 
pmbis work.” 

We can discuss the salary after I know >our 
requirements more fullv I am awaiting tor that call 
Yours earnestly, 

ORIGINAL DESIGN A FINE CRAFTS IANSHIP. 

Clean-cut apparel appeals to the live 
man who wants to look successful. 

The writer here lays stress on an 
unusual departure in men’s attire, 
approved by men of modern ideas. 

Dear Sir, 

Pardon me r I don’t want to bother you. 

But I'm more than armous to show >ou the 
stunning new clothes about which we recently wrote you 
They made an Instaneous Hit. Dozens of men. 
who like the clothes you like, have been converted to the 
sanelv artistic ideas of this original designer, who has 
dared to cast precedent aside and do things differently 
His clothes breathe smartness — Success l 
Bv all means come and see these clean-cut, common 
garments, as well as our faultless autumn models, which 
this sear are really a trifle toppter than anything their 
talented craftsmen have ever turned out. 
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I’m going to expect you within a day or two 
You'll be very glad you made the little visit 

Cordially yours, 

GETTING IN TOUCH WITH A NEW 
CUSTOMER 

A good general selling talk that 
arouses the prospect's interest and 
implants a certain confidence. The 
closing line is especially effective. 

Dear Madam, 

To-day we write you, because we feel this is really 
your store We run it, but every customer owns a heart 
interest in it 

In buying our merchandise, we have a fixed policy — 
not to experiment with goods of unknown quality It 
is our duty to protect you against the doubtful kind 
We do* Some merchants “take a chance on goods 
they make a larger profit on But this store’s buying 
methods are founded upon the principle of making 
staunch friends through sterling merchandise 

We do not rely too much on the advice of travelling 
salesmen, as many do We make our own investigation 
and comparative tests We must know the goods before 
we take the responsibility of recommending them to you 

So, in this store you buy with a sense of security 
that is bom of solid confidence Your patronage will 
be warmly appreciated by us, not in words, but in deeds 
* — in giving you bigger values, better seryice, more 
satisfaction 

We will be happy to have you come in at any time 
Whether you buy or not, vrsic us often Frequent visits 
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help you to keep posted on fresh arrivals, late styj^ 
attractive novelties, special values. 

Remember, this is your store — don't neglect “ yo Ut 
own.” Cordially > ours, 

WINNING BACK A NEGLIGENT 
CUSTOMER. 

This letter can be used to bring back 
trade that is perhaps straying in other 
directions. It has a good earnest tone 
without being too urgent. 

Dear Madam, 

Human nature is pretty much the same the w or ld 
over No one likes to be forgotten. 

Somehow, here of late we feel as though this $ JC)JT 
must ba\e slipped your memory We notice you’ve keen 
coming m icry seldom. Naturally, our cunosity ^ 
aroused We wonder what can be keeping you a^ 

Most of our patrons seem enthusiastic over Wr 
service and merchandise, and because we do not Ofj en 
lose a good customer, we felt impelled to address this 
letter to you today 

We hardly believe that your infrequent visits C^uld 
be due to any dissatisfaction on your part. If anythmg 
had occurred to cause you displeasure or inconvemt nce 
we feel sure you would have gnen us the opportunity to 
make it right. If there should be any such reason, WQ Q ’ t 
you call promptly and tell us what it js? 

The management of this store has always felt , t a 
very special privilege to place its merchandise and se>-viC2 
at your disposal Happily, we enjoy the patronage 
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confidence of the best people in tins community, hence 
our earnest desire to have you increase your trade at this 
store We will spare no pains to prove to you that your 
custom is sincerely appreciated. 

We cordially invite you to renew jcur habit of 
visiting here, and assure you we will do all m our power 
to make you feel doubly welcome Why not come and 
Mie us within the next few days 9 It would be a special 
pleasure to know this letter had accomplished its mission 
We are expecting you 

Yours very truly, 

SOLICITING PUPILS FOR A BUSINESS 
COLLEGE. 

Here an earnest appeal is made to 
the student's desire for progress in 
business life. The letter explains How 
the training lays a secure foundation 
for greater opportunities. 

Dear Sir, 

There are two kinds of people — those who are 
always getting ready to do something, and those who 
go ahead and do it 

You want to be the man who goes ah»ad and does 
it You want to be numbered among the successful ones 
who did things instead of dreaming them 

Right now the Mason Business College can 
thoroughly equip you with the know-how that will carry 
forward, surely and swiftly Right now this school can 
gtve you that better, broader training that leads straight 
to a big salary and a responsible position Right now 
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the “college witft a record of promises fulfilled car 
make you a failureproof man sure of himself, firm in 
his krowledge of v.h„t he can do absolutely certain oi 
success 

The reason this school has produced so many- 
efficient young men is di 2 t it is more than a mere 
“business college.’ We teach business conduct as well 
as the conduct of business-principles These things are 
as deeply important to the student as the technical 
knowledge we instil You can never go wrong m 
business with the right busiress standards. 

To be trained is to be necessary To be untrained 
is to be unnecessary Make the world need you and 
you 11 never be missed in the world. Come to Mason 
College and capitalise your intelligence at the highest 
possible value The training will pay you big div dend e 
all your life 

Mason Business College is the haven of high 
efficiency people to which hundreds of emoloters turn 
when they’ve a job worth while for a man worth while 
So when you come to Mason College you II have a 
chance to seize the opportunity after preparing for it 
Your Mason training is the passport that opens the 
door of every business office whet real ability is m 
demand. 

I want to know you and want you to know me 
I want to know your hopes and ambitions When 
you get this letter, whether you intend to come to Mason 
o- not, I want you to sit nght down and write me fully 
about your plans and prospects, just as though you were 
talking to your own father I feel that you will never 
be sorry you did That letter you write me might change- 
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the course of your whole life— who knows’ Why not 
write today 9 To-day’s better than to-morrow To Jay 
always is 

Sincerely yours, 


A EOOK'TIIAT BUILDS NEW BACKBONES 
The reader is made to feel that this 
book holds success secrets that have 
long eluded him The personal 
rewards assured to the purchaser are 
strongly emphasised 

Dear Sir, 

Ive a little book that means worlds to you It 
means more, much more, than you ever dreamed a little 
"book could. It has within its pages the most startling 
and practical prescription for success ever written down 
Tjy the hand of man. 

This small volume has actually — changed the course 
of men’s lives And you can read it in an hour* 
That one short hour will mean more to you than any 
year of your life thus far Please don’t think I’m 
exaggerating just to interest you I’m telling the plain 
unvarnished truth 

Now, because of its almost unbelievable influence 
upon the life of every man who reads it — its magical 
effect upon his immediate prospeers and plans — it is 
called 

“ The Miracle Storj.” 

Let me sincerely say that every day you delay read 
ing it you are heedlessly passing by something you’ve 
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probably sought for years — sought, longed for, envied 
and adirured in others — something that would give you 
the gift of getability — that power of accomplishment, of 
cashing m on your abilities, of governing yourself and 
the other man of turning dreams into realities, of chang 
mg hope to have, may be to must, and uncertainty or 
jear into vigorous, unafraid successful action ' 

“The Miracle Story” really tells you m clear, 
heart to-heart style things that drive the big thought 
home I know you’ll be profoundly glad I wrote you, 
glad you “listened” to me and sent for this book, grate 
ful that you drank in its every word and made it a 
new part of you. It will give you fresh strength, firmer 
purpose for all the uvmgs of lift — new real vigour of 
mind and spirit, a surer, mote buovant belief in yoursdf 
that will stav with you for ever 

The book costs £2. It's worth £200,000 By the 
way — pretty expensive, that £2 for one hour — but 
Get this well in your mmd 

It might be a blamed sight more expensive not to 
read it. Not to read it may cost you many thousands 
Think it over I’ll be £2 richer if you write to-day and 
put that amount m the envelope, but at the end of a year 
you’ll look back and say that £2 was the most multiply- 
ing money you ever spent. For “The Miracle Story 
is a magic book that builds new bade bones and bigger 
bank accounts It will pay huge dividends to you and 
you alone. 

Send foe it — send to-day 

Yours sincerely. 


HER. 21 
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INTIMATING SPECIAL ISSUE Or A 
MAGAZINE 

The following letter combines soli* 
citation for subscription and ad\ ertisc- 
ment for a special issue 

Dear Sir, 

Unemployment staring in the face— ih->t is the 
problem now agitating the mind of the educated classes 
m our country 

Yet many avenues of employment, hundreds of 
works are left unattended in the country The<e 
await our erergy and attention for development 

The September number of Industry will deal 
with several such problems — this will be the Small 
Industries Special Number — unique in contents and 
circulation The price wall be As 8 only unless you 
register yourself for free sample by 20th Septembe- 

Huge number of applicants are being registered now 
and several thousand extra copies are b-ing printed for 
broadcasting,-— this is at a time when the country w 
looking forward for increased business everywhere 

You are certainly feeling that busiress must be 
welcomed during the blooming season, you cannot allow 
it to walk out by ill treatment. 

Your business to be successful demands wide pub- 
I city — the best publicity that can be made amongst the 1 
largest buyers 

You can put your story through Industry to the 
best buyers among its most progressive readers And 
the added circulation of the September issue amongst 
a special class of business people will certainly prove of 
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grater bereft. We are dosing forms cn 20th Septem- 
ber 

In the meanwhile we are at your service 

Years fo' - Progressive Business. 

SEEKING RENEWAL OF MAGAZINE 
SUBSCRIPTION. 

A letter vividly depicting the 
reader’s loss should he faH to renew 
his subscription. The many attractive 
features are again well presented. 

Dear Mr Mason, 

A bolliant new programme for big surprises in 1935 
‘ Printing Helps ’ ard “ Amsdc Typography ! ” And 
this is to warn you that your subscriptions arc just 
espirmg — and you mustn’t let them. 

You’d be missing the treat cf your life- For the 
publishers of ‘ Printing Helps” and “Artistic Typo- 
graphy" have a whole flock of fresh innovat’ons up ther- 
sleeves, things with the thrill ot ureapectedness in them, 
stunts in type-craft and skits m colour, pho'o-engraving, 
electro-typing and hthographv, thar will add a keen new 
zest and buoyant relish to your appreciation of these wel 
come monthly visitors 

Each of these splend-d magazines will carry broader 
inspiration and bigger helpfulness with every succeeding 
issue in 1935 

Don’t ever think of trussing a single number' They 
represent a moving picture show of myriad smart sug 
v gest:ons to die fellow who must keep down to-now m his 
lire of work. 
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Don’t short-circuit this line of live vibrations Let 
them keep coming You might afford to do without 
other periodicals you’re taking, but not these, not these 
Now a-days, when every branch of endeavour is crowded 
to-the guards with competition, a fellow needs all the 
ideas he can get hold of 

And just let this little tip seep into your system like 
air You ate going to get a grander value lor your 
money this year — a more magnificent feat of good 
things than ever you fed your observing mind 

Another thing' You might prefer to renew for 
“Printing Helps” alone, if so, send me Rs 6 Or. if 
you want simply “Artistic ’Typography,” that would 
be Rs 3 

But the two together are what you shouldn’t be 
without The price is a pittance compared to their 
profit possibilities to you. Agreed’ Then let’s reach 
for the chequebook and have it over with Dp your 
pen in the ink of wisdom and make that remittance 
Yours sincerely, 


OFTEKING DEALER EXCLUSIVE AGENCY 
IN RAINCOATS. 

Here is a letter written in true circus 
style, but the users of »t wanted this 
kind of a letter and none other. It 
did the business. 

Gentlemen, 

Excuse us, but we’re all excited, effervescent, J 
exultant' Raincoat orders are pouring in torrents Our 
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merchant friends are reaping a ripe, nch harvest of 
profits, and the only cloud over our happiness is that 
your order is not here 

Don’t pike, pause, ponder or procrastinate Plunge 
right into this np- roaring not of raincoat reduction 
Right now a bigger profit opportunity is rapping on your 
door with a hammer of pure gold. 

Get in’ Get in this glorious gold gathenng rain- 
coat game with head, heart and hand — and you’ll soon 
have enough extra profits to buy that big new tour 
ing car 

Everybody’s selling our raincoats. You could sell 
them and make 100 per cent. Stall suffer profits on out 
better lines- 

And the moment you buy of us, we flatly refuse to 
sell your competitors. This means you can back them all 
clean off the board with your lower prices— rf you act 
now 

Make up your mind this very mirute to do the 
whopping-big raincoat business of your locality, and get 
that order of yours right off 1 You want to pile up youc 
profits before the other fellow gets started, so remember 
Thncc armed is he who hath his quarrel just, ” but 
“four times he who gets his blow in fust’” 

Get your blow m fust 1 

We don’t want money in advance. Terms 2 per 
cent, 10 days, or net 30 days, and you’re welcome to 
shoot the goods right back at our expense if it isn’t the 
*pic and span, snappy, swift selling sniff we say it is * 
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Come on with what order and you’ll have a record 
smashing, rush business in raincoats Get it going 
Write or wire — quick 1 

Yours for more money merchandise. 

SENDING CATALOGUE Or INFANTS' II EAR. 

This letter is adapted to strictly 
mail-order merchandise. It takes the 
place of the travelling salesman* 
making the selling talks almost as 
effectively as he would do in person. 

It emphasizes the economy of buying 
from a firm with small expense and 
reliable business policy. 

Dear Sir, 

The enclosed catalogue is for your careful considera 
tion It will save you a lot of money It is practically 
our travelling salesman Every number of it is worth 
while 

We sell infants’ bonnets direct to you by mail, and 
allow you the 10 per cent Jobber’s discount to add to 
your profits 

We employ no travelling men No big salanes to 
pay and no large expense accounts to add to our selling 
cost All this is to your advantage. 

So every article in the enclosed is distinctly a big 
value — an extra ordinary offering and one you simply 
cannot afford to overlook 

Not only can we give you th' utmost values for your 
money, but each and every number we manufacture is a 
desirable one, a live one — a style that will find ready 
buyers 
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Out teeners are well trace by the most approved 
methods We okn i genuine prude nx the workmanship, 
fit, finish, and fashion of every amde turned cut. 

Our service is. fully op to the standard of our pro 
d-icts This pamstakmg scrupulous care m filling 

vour orders. It also means prompt delivery — no excuses 
or delay We make all shipments on the dot. It also 
rrear-; we are always willing and anxious to accommodate 
you m. any way that wil he to your advantage or pfotiC. 

Such is cur business policy It is founded open 
citegrty, s nar e dealing ?nd dean methods. 

Make up your order right away Don’t wax Go 
through the ca t alogue carefully from beginning to erd- 
i\ow is the time to get the bonnets you want at the 
lowest prices, good ones can. be sold for — and you g*t 
10 per cent. Jobbers' discount mto the bargam. 

Dent lay aside c*ur catalogue- To-day is the tune 
to take advantage of the affenrg therein, and once vou 
order direct, you will always do so. 

Hoping to book your kind order by return mail 
■we are Yours for satisfaction, 

AX ACCOUNT ONCE BEGUN KEEPS 
GEOWING. 

Here is another good savings talk 
that c2n he used for genera! lcEcita- 
tian. The proposal cf a test is good 
psychology — srrre to prove productive. 

Dear Sir, 

This bank welcome you as a saving depositor 

Tr fceheve3 you will feet better, fare better, sleep 
rrore sourdly and enjoy life more deeply through the 
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satisfaction of having a snug savings account here — an 
account you began perhaps in an indifferent way, but 
which grew and grew until you began to take a real 
interest in it and found real pleasure in adding a nice 
deposit at evety opportunity 

Many savings accounts are begun in a halfhearted 
sort of way People often start them ‘ just for fun ” 
They somehow feel as though they need to save but 
cannot save Yet once they’ve begun and the account 
begins to grow, it is a source of great comfort and 
satisfaction. 

We urge you to try the plan of opening a small 
account After you’ve deposited even a few rupees, see 
if the impulse doesn’t come to you very soon to make 
another deposit Then another and another — and thus 
you keep on, happily adding to your growing capital 

This hahtt of saving is simply a natural human tcait 
that leans toward self-advancement The man or wonun 
with a savings account has a sense of security with a 
feeling of independence that in themselves are worth a 
great deaL 

A savings account, too puts more pep and purpose 
into his or her daily life 

You find, as many others have found, that the road 
to independence is by way of the Receiving Tellers 
window 1 

Do not hesitate, do not wait, do not argue with 
yourself — just begin 

We’re waiting to welcome you — come in right away 
and get Started. 

Sincerely yours. 
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DESTITUTE HOME SEEKING HELP. 

Destitute Home in seeking help 
from the public describes, in brief 
outlines, its work and shows what it 
expects to do for the destitute. 

Dear Sir, 

Will you help us to bring sunshine into the lives of 
the destitute and forlorn people of our land? 

A glanoe at the illustration in the enclosed wilt 
show you what is being accomplished. 

95,775 children have been lifted out of the shadow 
into the sun 7,3 OS arc now being supported and trained 
5 are admitted daily 

The Charter of these National Homes is “ No 
destitute child ever refused admission” There is no 
red tape no votes are required, there is no waiting list — 
the need of the child is the only consideration. 

Many of these children come from the gloom of the 
slums. We give them a new environment, build up 
healthy bodies and minds, tram them and place them 
out in the Motherland and in the Dominions as healthy, 
honest and God fearing citizens It is a good invest 
mem, for the children are the Nation’s and indeed the 
Empire’s greatest asset 

Become partners in this work with us, and help to 
keep the Sunshine Gate swinging Pethaps you can oil 
the hinges, or give the Gate a push, wide enough to 
admit one child into the Hornes 

A slum life or a sunshine life Which shall it be 9 " 
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I know what your answer will be. and I know you 
•will send a Christmas gift to help the hole ones 
“I was a stranger and ye took Me in.” 

Yours faithfully, 


START WITH A RESULT. 

This letter gives in brevity descrip- 
tion of goods, sources of goods and 
what is more necessary, use of goods 
which are ordinarily the most neces- 
sary points in drawing attention. 

Gentlemen, » 

Quick work — 1,000 checks a minute 

Accurate work — every perforation clean and clear 
through the paper , 

Dependable work — no breakdowns or delays in 
■operation 

Long service — your perforating needs solved for 30 
years to come 

These are the four reasons that explain why the 
American Canceller has already been installed in many 
large banks 

They are also the reasons why this new machine in 
your bank will reduce labour costs and eliminate entirely 
any upsets In routine, or annoyance due to the need of 
repairs on your present equipment 

Note on the little folder enclosed the various points 
that make the Amencan unquestionably the most efficient 
present check-cancelling equipment. 

A liberal exchange allowance will be made on your 
present check-cancelling equipment 
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U«e the card for full information — pncr and 
exchange allowance 


OFFERING REDUCTION OF PREMIUM 
FOR A. CORRESPONDENCE COURSE. 

This letter from tie file of a leading 
Director of Physical Education in 
America presents reduction of charges 
which is likely to stir up a vacillating 
enquirer into immediate action. 

Dear Friend, 

Going to mate you a present of $517 00 cold add 
AH I want you to-do is to £11 out the questions 
on the other side and mad co me. I want to prove to 
you what a wonderful muscle budding course I have. 
If you wdl faithfully follow my instructions for a few 
months, you will not only have a splendid development 
and excellent strength, but you will be filled to the 
bnm with pep and energy that only a real well trained 
athlete knows. You wdl just thrill with vitality You 
just have to get strong — that is all there is to it. 

If I could meet you face to face, I know I could con 
vince you in a few minutes, and you would be so impress- 
ed that your desire for a better body would be greater 
than ever. 

As a mattes of good faith on your part, when you 
fill out the questions on the otter side, s imply enclose 
— one half the price of my course — and then you 
may keep the other 17 for yourself. 

Most times when prices are cut, something is taken 
away from the ongmaL I can assure you this offer is 
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different You will receive the same instructions, the 
same undivided personal attention and the same pro- 
gressive exercisers, as if you paid me $34 00 m full 

The only thing I insist upon is that jou fate advan 
tage of this offer and enroll with me on or before 
Monday, October 10th for after that date this oppor 
tunity closes and all money received will positively be 
returned Your letter must bear postmark of that date 
or previous to that date 

Come on then, let s ge started for time is flying and 
cadi day counts ! 

To-day is your birthday — today begins a new life 
Let us make the most of it 

Do not Watt Until the Last day before Enrolling 
Obey that impulse Do not lay this letter aside 
but sit down now while you are reading it and fill out 
the questions below and become my pupil at once 

I await to become your teacher Command me 1 
Yours {or success and development 
P S In case of delay in mails I will accept your 
enrollment if mailed within one week from date 
of receipt of this letter 

INDUCING A STUDENT TO ENROLL 
The follow up is remarkable for its 
optimistic tone and mentions vividly 
the advantages the enquirer derives 
from enrollment 
Dear Friend 

I feel glad that you are going to become my pupil 
for it means another strong man and booster added to 
my vast army of athletes 
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I know you will enjoy every lesson I’ll outline for 
you and I an sure you will find our entire correspond 
ence will be a very pleasant one. I hope you will firmly 
sack to your resolution and not postpone your enroll- 
ment, for you know tune flies and each day under my 
guidance counts. 

You can depend on me treating you fair and square 
in every respect throughout your entire course and ever 
afterwards, for remember, cr.ce you enroll with me you 
are my pupil for life. You are welcome to write me 
as often as you wish on any problem pertaining to 
physical allure and you will always find me glad and 
willing to answer all your tetters. 

With best wishes, I am 

Yours for success and dnelopment, 

FREE GIFT OF K SOUVENIR 
This circular letter issued by a 
business magazine admirably intro- 
duces a helpful souvenir not too costly 
to be given away free to subscribers of 
the magazine. 

Dear Sir, 

Is it nor a fact that your biggest problem as regards 
your personal work is this —to free yourself from the 
coundess details that crowd your day and prevent your 
concentrating on important affairs — to relies e your mmd 
of the worry of remembering the many pett) but neces- 
sary things that must be attended to — and yet be sure 
that they mil all Be remembered and got done ? 

We have solved this problem for you. You can 
now free yourself of these details and memory worries. 



Tor System's Pocket Secetary *" will do for you 
as perfectly as a mechanical Device can — and serve you 
in many other ways every hour of the day 

This supremely useful Device comes to you 
Absolutely Free — with your subscription to System the 
pre-eminent Magazine of Business that bnngs you every 
month the actual methods and policies that progressive 
firms are using to overcome the slump and maintain 
their profits — the latest schemes for increasing turnover 
and getting more orders, best ways to cut costs and ex 
penses new selling and advertising pi ’ns ^office short 
cuts and time saving ideas System wall pcov- Vorth 
many timc^its small cost of 20/ a year and with it 
you get the Pocket Secretary Tree 

And you take no risk — because I want to make this 
offer as fair as it can be here is my guarantee )our 
money promptly refunded if after examination you want 
to return the Pocket Secretaty and SYSTEM as un 
sat s/actory With this guarantee will you post the slip 
now’ 

Yours faithfully. 
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